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LIST OF FORMS 


The following forms (hereinafter referred to by form numbers) will 
be used in connection with this procedure: 


Form ACP-24, "Debit Voucher for Uncollectible Check(s) Returned" 
Form ACP-28, "Official Receipt" 

Form ACP-284, "Notice to Remitter" 

Form ACP-73, "Waiver of Claim" 


Form AAA-367, "True Copy of General Accounting Office Certificate of 
Settlemont (39A)" 


Standard Forms: 
No. 1044, "Schedule of Collections" 
No. 1045, "Summary of Collections" 
No. 1046, Revised, "Schedule of Transfers — Special Deposits" 
No. 1047, "Public Voucher for Refunds! 
No. 1048, "Public Voucher for Refunds"! 
No. 1055, "Application for Payment of Amounts Duo Deceascd or Incompetent 

Civilian Employees, Officers, and Enlisted Men in the Military 

Service, and Public Creditors of the United. States", 
lo. 1064, Rev., "Schedule of Disbursements" 
Treasury Form No. 1664-A, Rev., "Memorandum of Returned Check'! 
Porn AD-42, "Administrative Report". 

APPLICABILITY 
The procedure outlined herein regarding the handling of undelivered 

and lost checks and adjustment applications is to be followed in connec- 
tion with all agricultural programs administered through State and county 
offices. The procedure outlined herein regarding the handling of claims 
is to be followed in connection with all agricultural programs adminis- 
tered through State and county offices for which Standard Form No. 1055 


is prescribed, including the 1939 agricultural Conservation and Sugar Pro- 
grams and the 1940 Parity Payment Program 


re ee 


SECTION I = FUNCTIONS OF THE CLEARANCE UNIT 


A. Designation of a Clearance Unit and a Remittance Clerk. 


1. 


There shall be ostablished a Clearance Unit, in keeping with the 
requirements of each State office, under the supervision of the 
emittance Clerk. 


The Clearance Unit shall perform the following functions: 


(a) Maintain records in connection with Treasury checks 
issued under applications and remaining undelivered 
for any reason. 


(b) Schedule Treasury checks for cancellation in cases 
where the amount thereof is not due the payee or which 
otherwise have been erroneously issued and are not 
properly pnaynbic. 


(c) Receive checks, drafts, money orders, and other re- 
mittances in connection with refunds of payments for 
the purpose of examining, indorsing, and scheduling 
the same for collection and deposit to’ the credit 
of the aporopriation or fund to which they pertain. 


(d) Administratively examine applications for payment 
(hereinafter referred to as "applications" ) and re- 
lated documents in cases where questions have arisen 
with respect to payments issued thereunder and to 
maintain any records which may be necessary in con— 
nection therewith. 


(e) Prepare vouchers and schedules for the payment of 
amounts which are due applicants seeking adjustments 
in payments previously certified, or.for,the return 
of excess remittances. 


(f) Handle all claims involving deceased or incompetent 
payces. 


B. Monthly Report from the Disbursing Office. 


ae 


At the close of the month the Disbursing Officer will summarize 
on form 1045, the schedules of collections received from the 
State office and note thereon any uncollectible checks returned 
during that month. The original and four copies of form 1045 
will be forwarded to the State office. The Remittance Clerk, 

the State Accountant; and o certifying officer shall exnmine 

the form 1045 to verify the fact thant their records are in agree- 
ment with those of the Regional Disbursing Office (hereinafter 
referred to as DO) and distribute the copies .thereof ag follows: 


1 Re 


(a) <A certifying officer shall sign the original and four 
copies, inserting thereon his title and the date of 
his signature. flee ae : 


(bo) The original and one copy shall be returned to the DO. | 


(c) One copy shall be forwarded to the Office of Budget and 
Finance, Dept. of Agri., Washington, D. C. 


(a) One copy shall be filod by the State Accountant. 


(ec) One copy shall be filed in the. Clearance Unit in the 
foldor containing the schedules covered thereby. sis 


SECTION II - NON-DELIVERY OF TREASURY CHECK 
A. Roturn’to DO! | 


1. If any Treasury check issued pursuant to an application cannot 
be delivered to the payce by tho Trensurer of the County Agri- 
cultural Conservation Association (heroimfter referred to as 
"Association Treasurer") by reason of tho death, incompetency, 
or disappearance of the payce or for the reason that the amount 
of tho check is not due the payee or his estate, or for other 
reasons, the check will be returned by the Association Treasuror 
to the DO in accordance with instructions issued by the Treas. 
Dept. oe eas 


2. The State office shall be notified by the Association Treasurer 
of each check returned to the DO. Such notiee will be a copy 
of the letter of transmittal whereby the check is returned to 
the DO and will set forth the check number, the name of the 
payee, the date and amount thereof, the serial number of the 
application under which the check was drawn, the administrative 
number of the voucher on which the check is listed, and the 
reason for returning the check, 


B. Notice to State Office from DO. 
1. An original and three copies of form 1664-A (Revised), will be 
forwarded to the State office when a Treasury check is returned 
to the DO by the Association Treasurer. ee 


«. Any information or documents such as. Letters of Administration, 
forms 1055, etc., received from the county office by the DO in 
connection with cascs where the payee is deceased or incompetent 
will be transmitted to the State office together with form 1664- 
A (Revised). ‘The DO will not attach to forms 1664-A (Rovised) 
the letters of oxplanation received in: connection with checks 


returned for othor reasons. 


1/ ‘Sec section IV, subsection A, paragraph 7(i), horeof. 


eee 


5. The State and county code number and the application serial num- 
ber should be entered at once upon the original and'nll copies 
of form 1664-A (Reviscod), if not already entered. 


4, Each form 1664~A (Revised) shall be checked in detail against the 
copy of the voucher continuation shect returned from the D.O. and 
. the reason for tho return of the check ontcred on the voucher’ 
“continuation sheet. 


Oo. An original and two copies We of form 28, and one copy of form 28h 
should be prepared, 3/ and distributed by the Remittance Clerk 
immediately after the receipt of forms 1664—A (Revised) as follows: 


(a) Enter the name of the Association Treasurer after the 
words "Name of Romittcr". 


(bv) Enter the addross of the Association Treasurer in the 
' spaces provided after the words "Street or Box Number", 
"Post Office", and "Statel, 


(c) Entcr the name of the payee of the Poured. check after 
- the words bereteo ess Namo". 


(a) Enter the Et er tet on "or. Ch!!! after the words "Nature 
of Remittance", 


(e) Make’ no entry after the words "Payable to", "Schedule No. 
- of. Standard’ vee No. OSes Bevel PDs 0.4 Voucher. Noss and 
baeeacas i aa ; 


(f) Enter the State and county code and serial numbors of the 
related application in the spaces provided after the words 
"State and County Code No." and "Serial No." 


(z) Enter the date of the returned ‘check after the words Date 
of Bomit vances. 


(h) Enter the cheek number after the words "Romittance Number", 


(i) Enter the amount of the check after the words "Amount or. 
(j) A ‘certifying officer should sign form 28A and it should be 
ar ‘forwarded to the Association Treasurer as his receipt. 


If the returned check reprosents a payment under an agricultural conserva- 
tion program involving county association expense deductions and the check 
is to be canceled, an additional copy of form 28 should be prenured. See 
also: section IIT, subsection A, prragraphs 4(e)(1) and 4(i), hereof. 

3/ This should be done Eas) simultaneous operation on the typewriter, making 
form 284 the second copy.: 


See 


(k) The original and two copies 4/ of form 28 should be placed 
in the case file pending settlement of the case. 


C. Files for Forms 1664-A (Revised). 


1. The original and two copics of forms 1664-A (Reviscd) issued by 
the DO in connection with checks returned. for reason other than 
the death or incompetence of the payee ‘should be placed ina 
separate file by the Remittance Clork, pending settlement of the 
account, with regard to the month in which tho check was issued. 
Forms 1664-A (Revised) prepared with respect to checks issued 
within the same month should be filed in a series and given a 
Tile serial designation which should be the month in which the 
check was issued followed by the date ninety calendar days suc- 
ceeding the first day of the month immediately following the 
month in which the check was issucd, o.g., forms 1664-A (Revised) 
for checks issued in December, 1939, should be filed in a series 
designatod by "Issued December 1939 - to GAO April 1, 1940". ‘The 
last date is the day on which tho check represcnted thereby will 
be forwarded to the General Accounting Office (hereinafter ro- 
ferred to as GAO) by the DO. The several file series should be 
kept, beginning with the earliest designation, in chronological 
order. Forms 1664s (Revised) should be filed within the several 
series, alphabetically by the payees! names. 5/ Not later than 
30 days following the end of the month in which the checks were 
issued, forms 1664-A (Revised) remaining in each file series should 
be examined and if no information has been received regarding the 
disposition to be made of the respective checks, an inquiry as to 
the status of the case should be forwarded to ‘the proper county of- 
fice. Subsequent inquiries shall be forwarded to the county office 
at the end of each succeeding thirty-day period until the case.is 
cloared,. | 


e. One copy of form 1664-A (Revised) should be securely attached to 
the case file. 3 


4/ See section III, subsection A, parngraph 4(e) hereof. 


2/ A file of this nature is essential in view of the facts that: (1) the 
procedure to be followed in the settlement of any case will be depend- 
ent, in part, upon the location of the check, i.e., whether held by 
the DO or the GAO, at the time settlement is attempted; (2) it will 
serve as a basis at all times to determine cases which réquire partic- 
ular attention if scttloment is to be completed prior to the time tho 
checks are required to de transmitted to the GAO; (3) the DO moy, upon 
& request from the State office, withhold the delivery of’a check to 
the GAO in instances where settlement of the case will be completed. 
shortly after the ninety-day period. It may be well to ascertain from 
the DO the location of a check when settlement is to be made shortly 
after the oxpiration of tho ninoty-deay poriod, 


ie oa 


3. The action "Hela = Kiekmnanenirs ice is atv be indicated only 
when a subsequent request is received from the Doses volt he digs 
position to be made of the eheck in which. event the State office 


will return but one copy of form 1664-A (Revised) properly executed. 


Ce Me Otte naiva nd two copics of forms 1664~A (Revised) received in 
connection with cases wherein the payee of the returned check is 
deceased or incompetent should be placed in a separate file alpha- 
betically by payees'! names. The date form 1664-A (Revised) was 
placed in’such file should be entered on the file fol@er and not 
later than 30 days following such date if no claim has been re- 
ceived for the proceeds of the related ch eck, an inquiry as to 
the status of the case should be forwardcd fo the proper county 
office. Subsequent inquiries shall be forwarded to the county 
office at the end of each. succceding thirty-day period until the 
case is cleared. One copy of form 1664~A (Revised) should be 
firmly attached to the case file. 


o. If it is determined that the check is to be canceled, form 1664-A 
(Revised) should be. completed by checking the block "Canceled ~ 
schedule herewith". The original form 1664~A (Revised) should be 
signed by a certifying officer and returned to the DO with the 
schedule of cancellation. This copy shill be attached to form 
1044, Revised, altered to be a schedule of canceled checks (See 
section III hereof). The remaining copies should be placed in 
the folder containing documents or ppers relative to any claim 
for the proceeds of: the canceled checks. ne 


SECTION III ~ CANCELATION OF .TREASURY CHECK., 


A. Whore Check is Hold by DO. . 


1. When it -has:. been determined that . Treasury check which is held 
by the DO should. be. canceled for any reason, an original and 
eight copies of. form 1044, Revised, snout be prepared as 
pros i 


Pi ree rte out. of the printed title the word "Collections" 
and insert immediately above and in lieu thereof the 
words "Canceled Checks", 


(b) Enter the. State and. county code number's in the space 
a0ove theutieLos) 


(c) Enter the schedule number which shall be the next un- 
assigned number Ue on clae ue AERP Ee asaty the beginning 


6/ if such netian: hiss baen trken, only the original (initialed) and one 


copy (signed) need de roturned to the DO in making final disposition of 
the check in accordaned with section VIL, “subsection B, paragraph 2 
hereof, 7 


6/ 


(da) 


(e) 


‘(m) - 


A he 


of the current fiscal year,. preceded by the letters 
"SRC", The schedule number series shall continue in 
numerical sequence until the end. of the fiscal year; 
this number should be entered upon each sheet of the © 
yvarticular EE: 


Enter the arectt number which shall be 1, if there is. 
only one sheet, or 1 of 2 sheets, 2 of 2 sheets, etc., 
if the schedule consists of two or, more sheets. 


Enter the word "Agriculture" over the words "(Depart- 
ment or Establishment)", 


Enter the letters "A.A.A," followed by the name of the 
State in which the State office is located and the words 
"State office’ over the words "(Bureau or ee ae 


Enter "G. F, Allen, Chief Disbursing Orficer" arte the 
words "Received by". 


Enter the name of the ote: and State in which the DO is 
located ates the word "at". 


Enter the month Beil year in which the schedule is. expec- 


ted to be taken up by the DO after. the word "Period", 


Enter the symbol number furnished by the DO for this pur- 
pose after the words pein Symbol No, i 


Insert the words "Check igs Spin in the heen of the 
first column in lieu of the printed title "Date Received", 
and enter in that column the date of the check. 


Insert the words "Check No." in the second. column in 
lieu of the printed title "Receipt No." and enter in 
that column the serial number of the check to be canceled. 


Enter the name of the payee (spelled exactly as it an- 
pears on the check) in the column entitled "Name of 
Remitter" and immediately. thereunder enter the words 
"Voucher No." followed by the "Disbursing Officer's 
Voucher No," under which the payment represented by 
the returned Treasury check was certified, 


Enter a brief See of the reason for requesting 
cancellation, e.g., "payee not entitled" or "payee de- 
ceased", in the column entitled "Detailed Description 
of eee for Which Collections were Received", 


Enter the emount for which the check was drawn in une 
column entitled "Amount", 


aise wy 4, 


(p) Enter the symbol” and title of the appropriation against 
which the check was drawn in the column entitled "Fund 
to be Credited"; this symbol and title of the appropri- 
ation is not required to be entered for each check listed. 


(q) Enter the total amount of the chéck(s) in the fifth col- 
umn after the word "Total"; this total is to be entered 
only.on the last sheet when the schedule consists of more 
than one sheet. | 


(r) The date the schedule is to be forwarded to the DO and 
the signature and title of a certifying officer should be 
entered in the lower right corner (the lower left corner 
is for the use of the DO); these entries should be made 
only on the last sheet when the schedule consists of more 
than one sheet. 


(s) The signature of the certifying officer need be placéd only 
on the original of the schedule provided that a facsimile 
signature is stamped, or the name of such officer typed, 
on the copies of the schedule, 


(t) When a schedule consists of more than one sheet, the sheets 
comprising each of the nine sets should be firmly stapled 
together. a a ce 


/(u) Attach the original copy of form 1664-A (Revised), which 
has been signed by a certifying officer to form 1044, 
Revised, altered to be a Schedule of Canceled Checks, 
when forwarded to the DO. 


Checks issued with respect to applications from different counties 
should be listed on separate schedules but all of the checks from 
one county which are to be canceled may be listed on one schedule, 
provided that not more than five sheets are required for the sched- 
ule, Checks drawn against a particular appropriation should not 
be scheduled for cancellation on the same schedule on which checks 
drawn against other appropriations are listed. 


Enter on two copies of the schedule (on all sheets of two sets 
if the schedule consists of more than one sheet) the words 
"Forward to the | (State) Preaudit Office, GAO", 


Forms 1044, Revised, as altered to be a Schedule of Canceled 
Checks, should be distributed as follows: 


(a) The original and six copies, including. the two copies 
marked for the preaudit office and one copy stamped 
"Forward to Control Accounts and Reports Section, AAA, 


Bhs 


Dept, of Agrii, Old P. OL Bide. Peery cae D. of 1s 
shall be ro toe to the DO, aaa 


(b) Two copies should ‘be filed numerically ae schedule 
number in a pending file. . 


(c) The DO, after a period of approximately forty-eight . 
hours from the time the schedule is BILE will re- 
turn one copy to the State Office, 2 


(d) The information shown in the lover left corner of the 
copy returned from the DO should be transcribed upon: 
the two file copies after verifying the cancellation of 
the checks oe ; 


(e) The following information should be inserted in the 
original and two copies 7/ of form 28, prepnred with re- 
spect to the canceled checks: 


(1) Enter the schedule number of. form 1044, Revised, 
after the words "Schedule No. of Standard 
Form No. 1044, Rev.!, 


(2) Enter the DO voucher number under which the 
payment represented by the: canceled check was 
certified and the date it was paid after the 
words "D.O, Voucher No." and "Date", Ro eae ie 


(3) Enter the symbol ‘number of Oe ann) eee re 
and the date shotm in the lower. left corner of 
form 1044, Revised, after the words "Fund Credi- 
ted"! and" Date, respectively) 


(4) A concise statement SiR ‘the action eawen and pro- 
posed to be taken in the settlement-of the case 
should be entered in the remaining blank space 
beneath the words, "Action Taken", If. the can- 
celed check was issued pursuant “to an agricul-— 
tural conservation program involving count uy BS-"- 
sociation expense deductions the statement should 
show the adjustment in the expense deductions 
previously charged, entered as follows: 

"Decrease deduction $ _ <8 


See also footnote 2, hereof. 
8/ No entrv is to be made after the words Teens ie ce i Denosit 3 ton! 


- 1I - 


(5) <A certifying officer or other duly authorized person 
should sign the original and two copies of form 28, / 


The copy returned from the DO accompanied by one copy of the 
completed form 28 should be forwarded to the State 
Accountant. 


One copy of the schedule showing the information trans- 
cribed thereon in accordance with subparagraph (d) of 
this paragraph 3 should be forwarded to the Office of 
Budget and Finance, Dept. of Agri., Washington, D. C. 


One copy should be filed numerically by schedule num- 
bers in the Clearance Unit within folders designated 
by the month and year in which the forms 1044, Revised, 
were stamped as received by the DO. 


If the canceled check represented a payment involving 
county association expense deductions, a copy of form 
28 should be forwarded to the Control Accounts and 
Reports mectionvisnk, Ventnor Agri., Old P. 0. Blidg., 
oe Lar 


| B. Cancellation of checks held in the Records Division, GAO, 


Se ee ee ee ee 


Mr. 


Dear Mr. 


Checks held in the Records Division, GAO, which are to be 


canceled for any reason shall be canceled by nddressing a 
memorandum, in duplicate, prepared for the signature of the 
‘Administrative Officer in Charge, to the Chief of Party, 
' General ‘Accounting Preaudit Office. Such mémorandum should 
be prepared in the following general form: 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


(Date) 
Schedule No. 


John Doe, : 
Chief of Party, 


General Accounting Preaudit Office, 
Athens, Georgia. 


Doe: 


Reference is made to the (year and program designation) 


checks described herein which were returned to the DO and sub- 


g See also footnote 2 hereof. 


Lye 


=e oe 


sequently forwerded by that office to the Records Division, 
Check Section, GAO. 


It is requested that action be taken by your office to 
effect cancellation of the following. checks which were drawn ' 
by G. F, Allen, Symbol , against appropriation 
(symbol and title). 

Reason for 


1D! 0. Request for 
Check. No. Date Amount Payee Vou.No. Cancellation 


See nae aa ee 


~—— ee eee ee 


When the checks described above have been canceled it 
is requested that this office be so notified. 


Very truly yours, 


eae ee oe a in Charge. 


A concise statement’ of the reason. for- cancellation shall he shown | 
ae respect. to each check. listed, :OeBes "payee | not entitled! | One 
"oayee deceased". etONy: a) 1.0 


The Letter? should be given a i in the series rales 
lotted to forms 1044,-Revised, altered to be a Schedule of Can- 
celed Checks. aE 


The preaudit office of the GAO will no biey 3 State office when 
cancellation is ei 


Form 28 Shon vapeente raya in the manner outlined in subsection 
A, paragraph 4(e), of this section III. The date of cancellation 
should also be given. «POE Salle etal 


Where Check has been Reported into Outstanding Liabilities. 


In cases where it is determined that payee is not entitled to 
any payment with respect to the particular epplication, 


(a). A ae AD- 42 auonie be prepared by the State office 
requesting that the funds be transférred back to the 


pee 
f+ 
1G 
ea 
' 


.» appropriation charged and setting forth in hetett an ex- 
planation as to how the error oéctrred whiél caised the 
.~@ check to be issued. . The Form AD-42 should be accompanied 
eat Sao any | evidence the” ‘State office has” to eee that no pay- 

_ment should have ‘been’ made. " 
Bia. In cases where it is determined abe ta es payee : ‘Ls ‘entitled to a 
Caer G ope the payment covered by: ‘the check issued wi th respect to 
the particular application, ° 


(a) Seen AD=42 should be seseeie by the: State: office re- 

i _ questing that a check be drawn: to the payee in the amount 
to which he is entitled and that the remaining amount of 
the original check be transferred back to the appropria- 
tion charged. eae 


Bee a) te, (b) The Form AD-42 should set forth in detail an explanation 
Pa al as to how the error occurred’ which caused the check to 

be issued in an excess amount and should de accompanied 
. by any evidence the State office may have to show that 
_,only a partial payment should have deen’ made, 


3, In cases where it is determined that the nayes ty deceased or in- 
competent, 


(a). A Form AD-42 should be prepared by the State office re- 

oss questing. that payment, -be made to the. person(s) entitled 
- to receive payment to which the decedent or incompetent 
» wWas, entitled,, 


(bo) ‘The Form AD-42 should be accompanied by Form 1055 and 
any related statements. 


4, The Form AD-42 should be forwarded to the Director of the Southern 
Division (hereinafter referred to as Director) for transmittal 
,i cto the Claims Division, GAO, through the Office of: Budget and 
Finance, Dept, of Agri, 


SECTION . IV...- pee eT OF REMITTANCES OTHER THAN TREASURY CHECKS 


a 


prea Receipt, of Remittances in Connection with Applications, 
———————— EEE On 


‘ia ALL <a re geared in. the Sate office in Pps form of post 
office money orders; certified checks, bank drafts, bank cashier's 
checks, etc,, in connection with an application should be routed 


aio, Age 


10/ 


lool 


uM TA. 


to the Remittance Clerk together with the related correspondence 
and documents. 


ee ALT remittances shall be .disposed of within the. day received, 


5. Every remittance should 10/ be axeniaes to deer that it may 
be negotiated by CeO pak remittance which is negotiable must be 
properly dated, drawn payable to the order of the "Treasurer of the 
eae each or in a manner to permit endorsement to that offi- 
Cial = » Signed, and must show an exact agreement between-the a- 
mount as expressed in figures and the written amount... If it is not 
negotiable, it should be returned to the drawer of the remittance 
through the county office accompanied by a letter in which the rea- 
sons that the remittance is not negotiable are set forth and request- 
ing that an acceptable. Tromittance be secured, 


a AS ‘receipt number for Sen remitte ance. which may be negotiated should 
be assigned by the Remittance Clerk beginning with the number next 
succeeding the one last assigned to a remittance and continuing 
thereafter in numerical . sequence without regard to the accounts to 

be credited or fiscal years, 


5, i original. and two copies of form ag 12 12/ od one copy of form 28A 
should be prepared and distributed after a receipt. number has been 
assigned, as follows; —~ 


“(a) Miner above the title the program and year designation. 


(>) inter the name of. the person who forwarded the remit- 
, vance to the State office af fter ‘the word "Remitter", 


(c) Enter the addréss of the ‘person who forwarded the remit- 
tance after the words "Street or Box Number", "Post 
Office", and "State". 


(d) Enter the name of the applicant for whom the refund was 
maceration they wor Geil ADL icanias lenoi 


~(e) Enter the’ nature of Mee remittance: after the words "Nature 
Hi of Remittancell, © 


Cash may be accepted in ‘lieu of remittances in the form of money or-. | 
ders, cashier's checks, etc. , and schéduled-for. collection as he rein- 
above provided as a Aa item. Postage stamps received as remittances 
must be converted into cash. The practice of making-a refund in the 
form of either cash or POBaee stamps Should be BUEPOUT Ree G 


See subsection B, paragraph 2 heréof, 


If the refund represents a payment under an agricultural conservation 
program involving county association expense deductions, -an additional 
Copy of form 28 should be orepared, 


— 15- 


(4) Eater, he name of rhe person to whose order the remittance 
is drawn after the words "Payable to". 


(gz) Rater the schedule number of the form 1044, Bey ees upon 
which the remittance is scheduled Ton collect ton pes after 
the words "Schedule No. of Standard Form No. 1044, Rev." 


(h) Teves Gis ms voucher number under which the refunded payment 
was originally certified after the words "D.0. Voucher No.". 14/ 


(i) Enter the date on which the refunded payment was made as 
shown on the Schedule of Disbursements after the word "Date", 14/ 


(3) Enter the receipt number after the words "Receipt No.". 


(xk) Enter the State and county code and application serial numbers 
with respect to which the refund is made in the spaces after 
the words "State and County Code No." and "Serial No.". 


(1) Enter the date of the remittance after the words "Date of 
Remittance", 


(m) Enter the serial number of the remittance after the words 
"Remittance Number". 


(n) Enter the amount of the remittance after the words "Amount $", 


(o) Enter the symbol number of the appropriation or special de- 
posits account to be credited after the words "Fund Credited". 


(p) <A concise ener of the Reon on toe or proposed to be 
taken in connection with the refund and the reason for 
scheduleing the remittance to the particular appropriation 
or the special deposits account should be made in the blank 
Space beneath the words "Action Taken". This statement 
should not be made on form 28A. If the remittance repre- 
sents a refund of a payment made pursuant to an agricul- 
tural conservation program involving county association 
expense deductions, the statement should show the expense 
deductions. previously charged under the application, the 
Correct amount of county association expense which should 
have been charged, and the adjustment which must be made. 
The amount of the adjustment shall be entered in-the state- 
ment as follows: "Decrease deduction $ ", 14/ 


(q) A certifying officer should Sign all copies of form 28 and 
form 28A, and form’ 28A should be forwarded to the remitter 
as his receipt. 


13/ See paragraphs 6(b) and 8(a) hereof. 


14/ In Connection with regular special deposits cases. this information is 
to be entered at the time form 1046 is prepared. 
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6, If the appropriation to which the remittance pertains has been de- 
- termined. and the remittance is in the exact amount, orynot in 
excess of the-exact amount, due as a refund, the remittance shall 
be indorsed and scheduled for collection and deposit by pre- 
paring an original and seven copies of form 1044, Revised, as 
follows: ee . 


(a) Enter the State and county code numbers in the space 
above the title. | 


(bv) Enter the schedule number which shall be the next unassigned 
number in the series adopted at the beginning of the current 
fiscal year next succeeding the last number assigned to 
schedules of collections, by the letters "SRC"; this 
number to be entered. on each sheet. of the schedule. 


.(c) Enter-the sheet. number which shall be 1, if there is 
only one sheet; or 1 of 2 sheets, 2 of 2 sheets, etc., 
if the schedule consists of two or more’ sheets. 


(a) Enter the word. "Agriculture" over the words. "(Depart— 
ment or Establishment)". 


(e). Enter.the letters "A.A.A.".followed by the name of the 
State in which the State office is located and the words 
"State office" over the words "(Bureau or Office)". 


(f) Enter "G. F.. Allen, Chief Disbursing Officer" after the: 
words "Received by". 


(zg) Enter the name of the city and State in which the DO is 
located after the words "at". 


(h) Enter. the month and year in which the schedule is expec- 
ted to be taken up by the Disbursing Officer after the 
word: PPericds 


(i) Enter the symbol number furnished by the Disbursing Offi- 
cer for this purpose after the words "D. 0. Symbol No." 


_.(j) Enter the date the remittance was recetved in the column 
- entitled "Date Received". 


(i) Enter the receipt number 15/in the column entitled 
"Receipt Number". 


(1) Enter in the column entitled "Name of Remitter" the name 
- and address of the bank upon which the cashier's check, 


draft, etc., was drawn, e.g., First National Bank, Atlanta, (ote 

Georgia; in the case of a postal money order, enter . ‘ 

Oe ae ¥ 

-15/ See paragraph 4 hereof. £ 


ee 


'U.S.P.M.0." followed by the name and address of the 
issuing post office; and, in case of a personal check, 
the name and address of the drawer followed by the name 
and address of the bank. The date and the serial number 
of each remittance should be entered directly beneath 
the name and address. When cash refunds are received, 
the name and address of the person making the refund and 
the words "Cash Item" should be entered. 


_(m) <A concise statement of the purpose for which the refund 
was made should be entered in the column entitled "Detail 
Description of Purpose for Which Collections were Received", 
including the followings 


(1) The name of the applicant, 


(2) The code and serial number of the application 
whereunder the overpayment was certified, 


(3) The Disbursing Officer's Voucher No. whereunder 
-the overpayment was made and the name of the 
Disbursing Officer making the overpayment. 


(4) ‘The number of the check whereby the overpayment 
was made, 


(5) The period during which the voucher whereunder the 
overpayment occurred was paid by the Disbursing 
Officer. 


(n) The amount. of the remittance should be entered in the column 
entitled "Amount". 16/ 


(o) ‘Enter the symbol and title of the appropriation to be credi- 
ted in the column entitled "Fund to be Credited"; this symbol 
and title of the appropriation is not required to be entered 
for each item listed. 


(p) Enter the total amount of the remittance(s) in the space pro- 
vided in the fifth column after the word "Total": this total 
is to be entered only on the last sheet when the schedule 
consists of more than one sheet. 


(q) The date the schedule is forwarded to the DO and the signa- 
ture and title of a certifying officer should be entered in 
the lower right corner (the lower left corner is for the 
use of the DO): these entries are to be made only on the 
last sheet when the schedule consists of more than one 
sheet. 


16/ When checks and drafts are scheduled on the same form 1044, Revised, 


they should be grouped by types and a subtotal for each type entered 
in the column entitled "Amount". 
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(r) When a schedule consists of more than one sheet, the sheets 
-. comprising each of the eight sets apeute be Pirmly stapled 
together. 


7. Form 1044, Revised, when used as a schedule of collections, should 
be distributed as follows: 


(a). Forward. the original and three copies to the DO together 
with the checks, drafts, or money orderscovered thereby. 
One of such copies must be stamped "Forward to Control 
Accounts and Reports Section, A.A.A., Dept. of Agri, O10 
Poe? Blazes; Washington, Da Ce". : 


(>) Forward one copy to the Division of Bookkeeping and Yarrants, 
Treasury Department, Washington, D. C. ~ 


(c) Forward one copy to the accounting and Bookkeeping Division, 
GAO, Washington, D. C., accompanied by one copy of form 28. 


(a) File two copies numerically in a pending file. 


(e) -The DO, after a period of approximately forty-eight hours 
from the time the schedule is received, will return one 
copy, accompanied by "Certificate of Deposit, Form 1 (Re- 
vised) , Treasury Department, Division of Bookkeeping and 
Warrants'', to the State office. 


(f). The information shown in the lower left corner of the copy 
returned from the DO should be transcribed upon the file 
copies after verifying the collection of scheduled items 
and the Certificate of Deposit number and the date thereof 
should be inserted in the spaces provided on form 28. 


(g) Forward the copy returned from the DO, accompanied by the 
‘Certificate of Deposit and one copy of form 28, to the 
State Accountant. 


(h) Forward one copy of the schedule showing the information 
transcribed thereon in accordance with subparagraph (f) of 
this paragraph 7, to the Office of Budget and Finance, 
Dept. of Agri, , Washineton, @0eace 


(i) One copy should be filed numerically in the Clearance Unit 
in separate folders by the month and year in which the 
schedules were stamped as received by the DO. 


PE es 


(j) If the remittance was received in connection with a payment 
under an agricultural conservation program involving a 
county association expense deduction, a copy of form 28 
Should be forwarded to the Control Accounts and Renorts 
Section, A.A.A., Dept. of Agri, Old P.O, Bide. Wastineton, D.C. 


8. Remittances in payment of penalties incurred in connection with 
marketing quotas shall in no event be: deposited to the credit of 
the regular special deposits account. ‘When a check, Graft, oF 
money order has been received as a refund in liquidation of a 
debt arising from an overpayment certificd by the State office 
and it is not possible to determine immediately that the remit- 
tance is in the exact amount, or not in excess of the exact amount, 
due as a refund, or if the appropriation to which the remittance 
pertains is not known, the remittance shall be deposited to the 
credit of the regular special deposits account. Such remittances 
Shall be scheduled for collection to the credit of the regular 
special deposits account by preparing form 1044, Revised, in ac- 
cordance with the procedure outlined in patagreapm Oot this siub— 
section A, except that: 


(a) The schedule number shall be the next unassigned number in 
the series adopted at the beginning of the current fiscal 
year preceded by the letters "SRO", and shall continue 
thereafter in numerical sequence, 


(b) The symbol number and title of the regular special deposits 
account to be entered in the column entitled "Fund to be 
Credited" reads as follows: "03.37-Special Deposits - 

66. Bel. 95 Suspense, AAA, Conservation Payments", 


Ac) The period during which the voucher wherevnder the overpay- 
ment occurred was paid by the Disbursing Officer need not 
be shown. 


(d) Remittances which are to be covered into the special deposits 
account shall not be scheduled on a form 1044, Revised, list~ 
ing remittances to be credited to another eppropriation or 
account. 


(e) The copy forwarded to the Accounting and Bookkeeping 
Division, GAO, Washington, D. Con Willen et. be accompanied 
by a copy of form 28. 


9. The distribution of form 1044, Revised, prepared with respect to 
Checks, drafts, and money ordersto be taken up in the regular 
special deposits account will be the same as that prescribed in 
subsection A, paragraph 7 of this section IV, with the XC ep— 
tion that the copy of form 28 which is to be transmitted to the 
State Accountant and the copy thereof which is to be forwarded 
to the Control Accounts and Reports Section 17/ should be kept 


by the Remittance Clerk pending final disposition of the Collection. 
7/ 


See paragraph 7(j), and section V, subsection A, paragraph 3(j) hereof, 


_ 
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10. All of the remittances which are to be credited to the same apn- 
propriation may be scheduled on the same form 1044, Revised, 
except that money orders shall be scheduled on a separate form 
1044, Revised, from other remittances. 


ll. Any check, draft, or money order received by the DO rather than 
the State office will be placed in the regular special deposits 
account by the DO by scheduling the item on form 1044, Revised. 
One copy of form 1044, Revised, will be forwarded to the ‘State 
office. The Remittance Clerk should prepare two copies of the 
form 1044, Revised, received from the DO and forward one copy to 

the Office of Budget and Finance, Dept. of Agri., Washington, D. C., 
‘amf.retain the other copy in his file. 18/ The copy transmitted 
to the State office from the DO should be forwarded to the State 
Accountant. There shall be entered on the form 1044, Revised, 
and on each copy thereof, above the number, if any, assigned by 
the DO, the next consecutive number to be assigned to schedules 
of collections to the credit. of the regular special deposits ac- 
count. The copy kept. by the Remittance Clerk shall be filed by 
the State office serial number. The schedule shall thereafter 
be referred to by reference to the number assigned by the DO and 
by the number assigned by the State office. 


le. Prepare forms 28 and 28A in the manner prescribed. 19/ 


B. Endorsement of Checks for Deposit. 


1. <All remittances drawn payable to the order of the "Treasurer of 
the United States" must be restrictively indorsed before they 
are scheduled for payment by’ the Remittance Clerk immediately 
following the receipt thereof by means of a rubber stamp reading 
as follows: an ie ss 


Pay to the order of 
The Treasurer of the United State 
Division of Disbursements, Treasurey Department 
Southern Division, A.A.A., U. S. Department of Agriculture. 


(location) 


2. Any checks, drafts, or money orders drawn payable to "Southern 
Division", "Agricultural Adjustment Administration", "Depart- 
ment of Agriculture", or in a similar impersonal manner may (ir 
otherwise negotiable) be accepted and indorsed by rubber stamp 
in the manner indicated in paragraph 1 above. Checks or drafts, 
drawn payable to. some person other than the Treasurer of the 
United States, must first be indorsed "Pay to the order of the 
Treasurer of the United States" over the signature (and title) 
of the payee named therein, or by some person by him duly author- 
ized through a Power of Attorney to indorse for him and on his 

18/ See subsection A, paragraph 7(i) hereof. 
19/ See subsection A, section IV, paragraphs 5(p) and 7(j) hereof. 
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behalf. In view of the difficulty and inconvenience incident to 
securing the indorsement which renders the instrument payable to 
the Treasurer of the United States, particularly in cases wherein 
the check is drawn payable to "Secretary of Agriculture" or to 
"Henry A. Wallace, Secretary of Agriculture" or to some other 
official not located in the State office, the remittance should 
be returned to the remitter with a request that it be drawn in a 
manner which will permit the rubter stamp indorsement referred 

to in paragraph 1 of this subsection B. 


G. Uncollectible Checks. 
1. An uncollectible check; i.e., a bad check or a check which is 

not honored at par, will be returned by the DO to the State of- 
fice accompanied by two copies of form 1044, Revised, with the 
title thereof altered to read "Schedule of Uncollectible Checks". 
The Remittance Clerk and oa certifying officer should immedintoly 
sign one copy to indicate the receipt of the check(s) described 
therein and return the copy to the DO. An additional copy of form 
1044 should be prepored by the Romittance Clerk and retained by him. 
The othcr copy received from the DO should be forwarded to the 
State Accountant. 


2. The Remittance Clerk should prepare an original and three copies 
of form 24 as follows: , 


(a) Enter the name of the office to which the particular copy, 
or copies, are to be forwarded after the word "To". Form 
24 shall be prepared so that (1) one copy will be forwarded 
to the State Accountant; (2) two copies may be forwarded to 
the Office of Budget and Finance, Dept. of Agri., Weshing- 
ton, D.C.; and (3) one copy may be kept in the Clearance 
Unit filed numerically. 


(b) Enter after the word "No." appearing in the upper right 
corner the next unassigned number in the series adopted 
at the beginning of the current fiscal year preceded by 
the letters "SRC" and continue thereafter in numerical 
sequence. 


(c) Enter the current date after the word‘"Date" appearing in 
the upper right corner. 


(ad) Enter the name of the State after the word "From" and 
enter the word "Southern" after the words "State office". 


ee ae eae See me oe ran ee eee eee ee _ et meet 


(e) 


(f) 


(3) 


(x) 


(1) 


(m) 
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Enter the description ae the pace? in the manner indi- 
cated. 20/ 


Enter the "Schedule No." and’ date "Forwarded" from the 
form 1044, Revised, upon which the check was scheduled 
LOL collection. 


Enter the symbol number of the appropriation or the special 
deposits account after the word "Symbol". 


Enter the total amount of the checks roturned as uncollec- 
tible after the word "Amount". 


Enter the total amount 22/ of the remittances scheduled 

on form 1044, Revised, upon which the check was scheduled 
for collection, in the blank space after the words "De- 
leted from schedule, which has been reduced in total from. 


Enter the amount which remains after the total amount of 

the uncollectible checks is deducted from the total of the 
remittances scheduled on form 1044, Revised, upon which t hey 
were origineally scheduled, in the blank space between the 
word "to" and the words "by the Division of Disbursements, 
Treasury Department". 

If an effort is being made to collect the items returned 
as uncollectible there should be inserted beneath the 
printed matter of form 24 on the copies which are to be 
forwarded to the Office of Budget and Finance a statement: 
thn acceptable remittance is being secured." In the event 
no effort will be made to secure an acceptable remittance, 
there should be inserted a statement tothe:effect that 

"no remittance will be secured to replace the uncollec- 
tible item" and give the reasons therefor. 


The Remittsence Clerk should initial and a certifying of- 
ficer' should sign each copy of form <4. 


Form 24 should be forwarded to the offices as indicated 
in subparagraph (a) of this paragraph 2. 


20/ If more than two checks listcd on the same schedule of collections 
were returned as uncollectible, the words "See other side" should be 
inserted in the space provided for the description of the checks and 
the complete description of the checks entered on the reverse side of 


Torn 24. 


The reasons for the return of each check will be taken from 


the form 1044, Revised, as altered to be a schedule of uncollectible 


checks. 


21/ Sce section A, parngraph 6(p) hereof. 


Ye 
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The copy of form 1044, Revised, as altered to be a Schedule of 
Uncollectible Checks, ‘which is kept by the Remittance Clerk, 
should be. ettacned to the original schedule of collections to 
which it pertains. The total of the schedule of collections 
should be lined out and the original total of the schedule less 
the total amount of the uncollectible checks should be entered 
in licu thereof and the entry initialed and dated by the Romit- 
tance Clerk. This corrected total should agree with the amount 


entered on form 24, in accordance with subparagraph (j), para- 
. graph 2 of this subsection C. Enter the words "See attached 


schedule", opposite the entry for the uncolloctible check on 
the schedule of colicctions. 


The drawer of the check should be notified of the return of his 
check and of the reasons therefor by forwarding the check to him 
through the county office and the drawer of the check should be 
requested to make an acceptable remittance in the amount duc if 
the account of the applicant for whom the remittance was received 
has not otherwise been settled. 


A remittance replacing one previously returned as being uncollec- 
tible should be examined and listed on a new schedule for collec- 
tion as provided in subsection A, either in paragraph 6 or para- 
graph 8, of this section IV with the exception that a notation 
shall be made in the bocy of the new form 1044, Revised, that 
this check represents the recovery of the amount of the uncollec- 
tibdle check previously schoduleiunder Receipt No. ; 
Schedule No. Form 24 No. 
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SECTION V — TRANSFER OF FUNDS FROM THE REGULAR SPECIAL DEPOSITS ACCOUNT TO 


AN APPROPRIATION AND REFUND OF REMITTANCES 


A. Where Remittance was not in excess of Correct Amount Due. 


1. 


When an examination of the case indicates that a check, draft, 
or,money order which was scheduled for collection to the credit 
of the regular special deposits account <</ is the amount, or 
not in excess of the amount due as a refund under an applica- 
tion, prepare an. originalvand seven copies of form 1046, Re- 
vised, as follows: 


(a) Enter the State and county code numbers in the space 
above the title. 


(b) Enter the schedule number which shall be the next un- 
assigned number in the series adopted at the beginning 
of the current fiscal year preceded by the letters. 
NSRO" , and continue thereafter in numerical sequence; 
this number is to be enteréd upon each shect of the 
schedule. 


eo See section IV, subaéctim A, p.ragraph 8 hereof. 


(c) 


(d) 


(3) 


(x) 


(m) 


a 


Enter the sheet numbers. itideh shall be 1;if there is 
only one sheet; 1 of 2 sheets, 2 of 2 sheets, etc, 
if the schedule consists of ates or more sheets. 


Enter the word "Agriculture". over ‘the: words "(Dopart- 
ment or Establishment)". 


Enter the letters wh (meme followed by the name of 

the Stato in which-the State office is located followed 
by the words "Stato Office" ‘over. the words "(Bureau or 
Office)", 


Enter "G. F. Allon, Chist Disbursing Officer" after the 
words "Made by". neal 


Enter the name of ene city and St: Ao in which the DO is 
located over the word "(Station)". 


Enter the month and year current at the time the sched- 
ule is expected to be taken up by the DO after the word 
WPerran.. 


Enter the symbol number earned “by the peneraine Of- 
ficer for this igibaslebk: after the words "D. 0. Symbol No.". 


Enter the date the remittance was received in tne column 
entitled "Date Received". 


Enter the romittance number 23/in the column entitled 
"Receipt Number". ee 


Enter the name and address of the bank or post office in 
the case of a check, draft, or money order, or if a per- 
sonal check, the name and address of the drawer and of 
the bank upon which drawn in the column entitled "Wame 

of Remitter'. Enter the date and serial number of each 
remittance bencath the name and address of the remitter. 
If the refund is made in cash, enter the name and address 
of the person making the refund and the words "Cash Item". 


A concise statement of the purpose for which the refund 
was made should be entered in the column "Detail Descrip- 
tion of Purpose for Which Collections were Received", 
including the following: 24/ | 


23/ Sec soction lVyeubsection As paragraph 4 hereof. 


24/ The entries required in Subterne ren ne (3) 4a (1)§ and (m) of para- 


graph 1, 


subscction A, section V, should agree with the corresponding 


entries appearing on the form 1044 4, Revised, on which the items were 
scheduled for collection. 


(0) 


(q) 


GD 


Bese. 


(1) Immediately below the title of the column enter 
the symbol and title of the regular special de- 
posits account from which the transfer is being 
made, 


(2) The name of the applicant, 


(3) The code and serial number of the application 
wnereunder the overpayment was certified, 


(4) The "Disbursing Officer's Voucher No.", 


(5) The number of the check whereby the overpayment 
was made, 


(6) The period during which the voucher whereunder 
the overpayment occurred was paid by the 
Disbursing Officer. 


Enter the amount of the refund which is being transferred 
from the regular special deposits account to the appropri- 
ation, in the column entitled "Amount to be Transferred to 
Regular Account". 


Enter the symbol and title of the appropriation to be credi- 
ted in the column cntitied "Fund to be Credited"; this 
symbol and title of the appropriation is not required to be 
entered for each item listed. 


Enter the total amount of the items to be transferred in 
the fifth column efter the word "Total: this total is 
to be entered oniy on the last sheet when the schedule 
consists of more than one sheet. 


The signature of a certifying officer should be entered 
in the space above the words "(Signature of Approving 
Officer)" and his title is to be entered after the word 
"Title" in the lower right corner; these entries are to 
be made only on the last sheet when the schedule consists 
of more than one sheet. 


When a schedule consists of more than one sheet, the sheets 
comprising each of the eight sets should be firmly stapled 
together. 


Refunds transferred from the regular special deposits account 
to different appropriations shduldg not be scheduled on the 
same form 1046 , Revised. 


Form 1046, Revised, should be distributed as follows: 


(a) 


Forward the original and three copies to the DO. One of 


Ce) 


(g) 


(3) 
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these copies must be stamped "Forward to Control Ac- 
counts and Reports Section, AAA, Dept. of Agri., Wash- 
ington... Ce , 


Forward one copy to the Division of Bookkeeping and 
Warrants, Treasury Department, Washington, D. Cs 


Forward one copy to the Accovnting and Bookkeeping Div- 
sion, GAO, Washington, D. C., accompanied by one copy 
of form 28. 


File two copies numerically in a pending tes 


The DO, after a period of approximately forty-eight 
hours from the time the schedule is received, will 
return one copy, together with a certificate of de- 
posit, to the State office. 


Transcribe the information shown in the lower left 
corner of the copy returned from the DO upon the two 
file copies after verifying the transfer of the sched- 
uled items. 


Transmit the copy returned from the DO, accompanied 


by the certifiente of deposit and form 28 25/ to the 
State Accountant. 


Forward one copy of the schedule showing the informa- 
tion transcribed thereon in accordance with subparagraph 
(f) of this paragraph 3 to the Office of Budget and 
Finance, Dept. of Agri., Washington, D. C. 


One copy should be filed by schedule numbers in the 
Clearance Unit. 


If the amount of the refund or a portion thereof is to 

be credited to an agricultural conservation approprintion, 
and represents a payment involving county association 
expense deductions, a copy of form 28 shall be forwarded 

to the Control Accounts and Reports Séction, Dept. of Agri., 
JAA, Washington, D. C. 26/ 


B. Where Remittance was in excess of Correct Amount Due. 


1. When an examination of the case indicates that a remittance 
scheduled for collection and deposit to the credit of the 
regular special deposits account 20) is in excess of the amount 
due as a refund under an application, form 1046, Revised, 


Fay ia Rel, LL EE Dae sy 
20/ 


See section IV, subsection A, paragraphs 5 and 9 hereots , 
26/ See section IV, subsection A, paragraphs 5(o) and 7(j) hereof. 


27/ See section IV, subsection A, paragraph 8 hereof. 


, @ 


art poke Mes 


should be prepared in accordance with subsection A of this 
section V for the amount of the remittance which has been de- 
termined to be the amount due as a refund. If no refund is due 
under the application and the entire amount of the remittance 
is to be returned to the depositor, it is not necessary to 
prepare form 1046, Revised, since no amount is to be trans- 
ferred to the appropriation account. 


The amount of the remittance which is in excess of that duc 
ae be vouchered on Ae 1047 and form 1048 as follows: 


(a) The Maina will be form 1047 and aie three copies 
. RM will be ae 1048. 


(b) Enter the sorial donblr, which at bo tho next un- 
assigned number in’the series adopted at the beginning 
of the curront fiscal year preceded by the lettors "SRC" 
and continue thereafter-in numerical sequence. 


(c) Tho "D.0, Voucher No.".will be left blank as it will 
be filled in by the DO... 


(4) Enter the words "Department of Agriculture, AAA 
State Office" (inserting the name of the State) after 
the letters "U.S," 


(e) Enter the name of the city and State in which the State 
office is located after the word "Location". 


(f) Insert the symbol number Eanes 28/ of the regular 
special deposits account after the words "Appropriation 
or Fund." 


(zg) Enter the name of the payee (the person to whom the 
excess amount is being returned) after the word "To". 


(h) Insert the words "In care of" followed by the name and 
address of the proper Association Treasurer after the 
word "Address". 


(i) Insert the abbreviation "Sch. of Col. No." followed by 
the schedule number of the form 1044, Revised, upon 
which the remittance was covered oe the ar ated de- 
posits account after the words "Deposit received from 
the above-named depositor on". The date of the 
certificate of deposit should follow this entry. 


(j) Insert the information appearing in the column entitled 
"Detailed Description of Purpose for which Collections 
were Recoived" on form 1044, Revised, after the word "for". 


See section IV, subsection A, paragraph 8(b) hereof. 


Bye, 


(m) . 


(n) 


(o) 


Prepare an original and five copies of form 1064 9s follows: 


(a) 


(bd) 


(h) 


‘after the words "Balance authorized to be refunded 


eee 
ee the total amount of the remittance deposited af- 
r-the words "mount of deposit ; a $" x 


Insert the ‘amount pen ae eee to “the aporopriation 
account in accordance with paragraph | 2 of this subsec- 


tion B after the words "Applied as explained, in, ‘Remarks! 


below', 


Enter ‘the difference ‘between the amounts entered in : 
accordance with subparagraph (k) and (1) of this para- 
graph 2 (the amount to be returned to the depositor) 


Following the word "Remarks" there should be inserted 
2 concise statement of the reason for returning the 
amount entered in accordance with subparagraph (m) of 
this paragraph 2 to the depgsitor. The explanation 


should include the statement that, as a result of re- 


turning the amount to the depositor, the amount en- 


tered in accordance with subparagraph (1) of this para- 


graph 2 has been properly credited to the appropria- 


tion account. 


Enter the date of preparation and the signature and 
title of a certifying officer in the spaces provided. 


Enter the word "Agriculture" over the words ' (Depart- 
ment or Establishment)". 


Enter the words "AAA State office! (inserting 
the neme of the State) over the words "(Pureau or 
Office)", Mt Ge -# ah OF 

No entry shall be made over the, words "(Date Paid), 


Enter the words "G, F, Allen" after the word "By", 


Enter the words "Chief Disbursing Officer" over the 
words "(Title or Rank)", v4 


Enter the names Of the city and Seat a in which the DO 
is located over the word . "(Station)". ie 


Enter the month and year in tinich it is anticipated 


that the voucher will be paid (not Oe in which 
prepared) after the word "Period", 


Enter the sow number furnished ne ape D0 for this 
purpose after the vords "Symbol Non Ae 


a 


"6 


Ui 


(i) Enter the State ¢ode number folloved by the letter "R" 
and the next unagsighed number in the series adopted at 
the beginning of the current fiscal year preceded by 
the letters "SRC" and continue thereafter in numerical 
sequence, 


(3) Enter the date the schedule is prevared after the word 


(i) No entry should be made in the column entitled "Disburs-— 
ing Officer's Voucher No." 


(1) Enter the serial number of the form 1047 in the column 
entitled "Bureau or Office Voucher No," 


(m) Enter the name of thé poyee as inserted in form 1047. 
(n) Insert the symbol number of the "Regular Special Deposits" 
in the column entitled "Symbol of Anpropriation or Fund!. 


(o) . Enter the amount to be returned to the remitter in the 
column entitled "amount", 


(p) <A certifying officer should sign and enter his title in 
the spaces provided. 


The original and three copies of form 1064, one copy of form 1048, 
form 1047, and the original and three copies of form 1046, Revised, 
(when prepared in accordance with paragraph 1 of this subsection B) 
should be forwarded to the DO. One copy of form 1064 should be 
stamped "Forward to Control .\ccounts and HReports Section, AAA, 
Dept. of Agri,, Old P. 0. Bldg., Washington, D. C." 


One covy of form 1064 should be transmitted to the State Account- 
ant. 


One copy of form 1046, Revised, if prepared, should be forwarded 
to the Division of Bookkeeping and Warrants, Treasury Department, 
Washington, D. C. 


One copy of form 1046, Revised, if prepared, should be forwarded 
to the Accounting and Bookkeeping Division, GAO, Washington, D.C. 


The Remittance Clerk should file one copy of form 1064 and three 
copies of form 1046, Revised, if prepared, in a pending file by 
schedule numbers. 


Two copies of form 1048 should be filed numerically by voucher 
numbers. 


LO. 


Ts 


le. 


es 


14, 


“= AQ - 


The DO, after a period of approximately forty-eight hours from 
the time the schedule is received, will return one copy of forms 
1046, Revised, if prepared, and 1064. The Ba ae made thereon 
should be transcribed upon the file ‘copies 29/ after verifying 
the correctness of the schedules. 


Copies of the forms 1046, Revised, if prepared, and 1064 which 
were returned from the DO should be transmitted together with 
one copy of form 1048 and one copy of form 28 to the State 
Accountant. 


One copy of form 1046, Revised, if prepared, should be for- 
warded to the Office of Budget and Finance, Dept. of Agri., 
Washington, D. C. 


One copy of form 1064 should be placed in the file of forms 
1048, 30/ | 
One copy of form 1046, Revised, if PEPE SGA ia ae ae filed 
in the Clearance Unit by schedule numbers. ol 


SECTION VI - NON-RECEIPT, LOSS, DESTRUCTION, OR FORGERY OF TRWASURY 


29/ See paragraph 8 hereof. fe 
30/ 
a/ 


CHECKS 


Notice of the Non-Receipt, Loss, Destruction, or Forgery of 
Treasury Checks 


des 


The Treasury Department has exclusive jurisdiction over every 
case involving the non-receipt, loss, destruction, or forgery 
of a Treasury check and all questions arising in connection 
therewith must be referred directly to the DO from which the 
check was issued without delay or investigation by the adminis- 
trative office or offices to whose attention the matter may be 
brought. 


Whenever any check is lost, stolen or destroyed, the payee, to 
protect his interest, should immediately notify the DO over 
his signature and address, giving, if possible, 
(a) The number of the check, 

(o) The amount for which the check was drawn, 

(c) The date of issuance of the check, 


(a) The DO symbol number (or program and year), and 


(e) Request that payment be stopped. 


See paragraph 9 hereof. 
See subsection A, paragraph 3(i) hereof, 


oA 


soa 


If the ‘original: check is recovered before the issuance of a 
check to replace the forged one, ‘the’ BO should be requested by 
the payee to remove stoppage ‘thereon and the check’ should not 
be neg cotiated until one week thereafter, In the event that 

a duplicate check has been issued prior to the recovery of the 
original check, ° the original check should be returned: to the DO. 


When the State office is notified that a Treasury check has 
been lost, stolen, destroyed, or forged, the person giving 
such information should be advised that the case is being 
referred to the DO for appropriate action and that future 
inquiries should’ be directed to that office The corres- 
pondence received in connection eT NC inca cies be for- 
warded immediately to the DO and a notice of the loss, theft, 
destruction, or. forgery of the check should be sent to the 
regional office of the United States Secret Service 
if not already reported by the county office. 


B, Administrative Reports in Conrection with Forged Treasury Checks. 


ike 


In certain instances involving forged checks, the Treasurer 

of the United States will transmit to the State office through 
he DO a form letter requesting information as to whether 

any reason exists why the payee should not receive a check 

in the amount originally certified. The Treasurer will state 
whether payment has been madc by the Treasury Devartment on 
the ollegedly forged check or whether payment of the check 

was declined by reason of the forgery and this distinction 
shall be observed carefully in complying ees the provisions 
of the succeeding paragraphs. 


Upon the receipt of ‘the form letter referred to in paragraph 1 
above, the Remittance Clerk shall determine "whether any pay- 
ment exists in the account of the above-named payee (or the 
claimant if other than the payee) or whether there is any 
other reason why settlement should not be made" by, 


(a) Checking the register of indebtedness to determine 
vhether the »ayee has been added to the list subse-' 
quent to the approval of his voucher by reason of 
his indebtedness to the AAA (indebtedness to other 
agencies of the Government shall be disregarded), 


(bd) Examining correspondence and case files since no- 
tice of an overpayment may have been received, and 


(c) Examining the file copy of the computation sched- 
ule and related papers to verify the correctness 
of the previous certification of the payment. 


- Be - 


3. If no reason exists why settlement should not be made to the 
payee in the amount originally certified, i.e., the payee.is | 
not indebted to the AAA and no overpayment has been made, an 
undated letter for the signattire of the Acting Director of 
Finance should be prepared with the original on letterhead 
stationery of the Office of Budget and Finance, Dept. of 
Agri., and five copies on regular copy paper and addressed 
to the Treasurer of the United States, oe ee Division, 
Washington, vee em 


(a) If the letter from the Treasurer indicates that 
the check was not paid by the Treasury Depart- 
ment, the. letter should be in the following 
general form: 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


Treasurer of the United States, 
Accounting Division, 
Washington, D.C. 


Snare 

This is in reply to your letter of ry zh 
relative to check No. , dated ; 
for $ , drawn by G. F, Allen, Symbol : 


to the order of : ; 
poyment of which was declined on account of an alleged 
forged endorsement of the payee's name. 


An examination of the records relative to the | 
(program and year designation) avplication, ; 
in which this payee has an interest, discloses the 
fact that no overpayment exists in the account of this 
payee and there appears no reason why settlement should 
not be made with (Name of Payee) , in the amount of 
$ _, provided that such person has not re- 
ceived the proceeds of the original check. 


Respectfully, 


acting Director of Finance. 


(b) If the letter from the Treasurer indicates that the check 


3e/ Insert the Treasury Department file reference. 


oe 33 = 


= 


was paid by the Treastry” ‘Debartment and ee through 


I a RSM RPE Dl 


the endorsers, the letter should be in the following 
general form: ay 


UNITED STATES DEPART eros AGRICUL TURE 
OFFICE OF BUDGET AND FINANCE 
dt = WASHINGTON, D, C. 


Treasurer of the United States, 
Accounting Division, 
Washington, D. C. 


srigety 

This is in reply to your letter of — om 33/ 
relative to check No, , dated - 
for $ , drawn by G. F.. Allen, Symbol ; 


tomine order of os : 
the amount of which has been recovered through the en- 
dorsers because of the forged endorsement of the payee's 
. name, 


. An examination of the records relative to the 
(program and year r designation) application ; 
in which this vavee has an interest, discloses the fact 
that no overpayment. exists in the account and there ap- 

i pears no reason why settlement should not be made with 

(Name of payee) in the amount of $ , provided 
that such person has not received the “proceeds of the 
Original check. 


Respectfully, 


Acting Director of Finance. 


(c) A certifying officer should initial one copy other than the 
first copy, and his full name, title, and address should 
be typed on all copies with the exception of the first 
copy. The original and first four copies (including the 
one which has not been initialed and from which the name 
and address of the certifying officer have been omitted) 
of the letter should be forwarded to the Director. 


4, If the allegedly forged check represents an overpayment certified 


33/ Insert the Treasury Department file reference, 


to the payee and the check was not paid by the Treasury De- 
section 


- 34 - 


partment, the procedure outlined in paragraph 3 of this 
B is applicable with the following exceptions: 


(a) 


(b) 


The letter (original and five copies) for the sig- 
nature of the Acting eee of Finance should 
read as follows:. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE .. | 
WASHINGTON; D. C. 


Treasurer of the United States, 
Accounting Division, 
Washington, D. C. 


This is in reply to yourvletter of 
relative to check No. , dated 
For drawn by G. F. Allen, Symbol 
to the order of 


3 


Oya 


, 


>] 


payment of which was declined ee account of an Alipecdies 


forged endorsement of the payec's name. 


An examination of the records relative to the 


(program and year designation) application 


in which this payee has an interest, discloses the fact. 
that an overpayment exists in the account of this payee. 
It is requested that the above-described check be trans- 
mitted to the GAO in order that proper settlement may be 
made. An administrative report, relative to the account 


of this payee, has been prepared by this office and is 


being transmitted to the GAO. 


Respectfully, 


Acting Director of Finance. 


An original and four copies of Form AD-42 should then be 


prepared in the following general form: 


34/ Insert the Treasury Department file reference. 


cae F 35 a 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BIDGET AND FINANCE 
WASHINGTON, D. C. 


General Accounting Office,: ~ 
Claims Division. 
The account of John Doe, aS Street, 
TY Fer ication number 
, has: received administrative eran 200 
‘in pas department. ee 


Amount claimed 3 25200, 00 
Differences explained below 20,00 


Approved for me i1e6? Co 


Appropriation (Enter fuli symbol and title of appropri- 
ation against which check WAS drawn) $200. (oley. 


According to the records of the State 
office, Southern Division, AAA, the payment to the 
above-ne med. claimant was. originally certified for an 
amount $20, OO in excess of that due by reason of an 
error in computing Practice No. 2 at the rate of $2.00 
per acre rather than at the rate of $1.50 per acre. 
Payment is approved for $180.00 in accordance with the 
attached documents. The Treasurer of. the United States 


is being requested to forward check No. , dated 
eepor pe ds _., drawn oy G. a Allen, 
Symbol No. , to the order of John Doe, D. 0, 


Voucher No. i torthe Claims Division. GA. 


Respectfully, 


Acting Director of Finance. 


~ 26 = 


(c) The full name and address of a certifying officer should 
be entered upon all copies of Form AD-42 and the cer- 
tifying officer should initial two copies of Form AD-42 
beneath the words "Acting Director of Finance". The 
neme, title, and:initials of the certifying’ officer shall 
not appear in the original of Form AD-42,° 


(d) Form 28 should be prepared as outlined in section II, sub- 
section B, paragraph 5 and section III, subsection A, 
paragreph 4(e). hereof, 39, re ae eer 


(e) The original and four copies (including the one which 
has not been initialed and from which the name and .ad- 
dress of the certifying officer heve been omitted) of 
the letter to the Treasurer of the. United States and 
the original and three copies of Form AD-42 should be 
forvarded to the Director. 


(f) File the copy.of the letter to. the Treasurer of the 
United States and the copy of Form AD-42 which were 
retained in the State office, and the copies thereof 
returned to -the, State office, alphabetically in order 
that, in the event of an inquiry,-the payee may be 
advised of the action taken. a 


(g) Upon the receipt of Form AAA-367, 


(1) ‘Insert the action taken by the GAO and the 
Certificate of Settlement number in form 28 
under the heading "Action Taken", | 


(2) Forward one copy of Form AAA-367 and a com- 
“pleted copy of form 28 to the State Accountant, 


.(3) Notify the county office by letter of the 
' Certificate of Settlement number, the amount | 
of the overpayment covered back into the ap- 
propriation, and. the amount, if any, paid 
directly to the applicant, , 


(4) Enter the bureau voucher number under which 
the check in question was drawn and the Certi- 
ficate of Settlement number of Form AAA-367 on 
the copies of the letter to the Treasurer of 
the United States and Form AD-42, and 


35) Forn 28A shall not be prepared. 


n¢ 


ay 
ay 

. 14 . 
@eu 
=i 


ely aye 


If the sveppauned: inyolves an edjustnent in 

the county a sociation expense deductions, 
forvard one Coimpleted copy ey, fore col Lo! DLE 
Control accounts and Reports Section, Adi, 

Dept. of Beri,, Old P. 0. Bldg., Yashington, D.C. 


O1 
ay 


f the allegedly forged check represents an overpaynent to the 
ee and the letter from the Treasurer of the United States 


cates that the check was paid by the Treasury Department 


and recovered through the endorsers, the procedure outlined in 


paragraph 3 of this subsection B is applicable with the fol- 
lowing exceptions: 


(a) 


Insert 
Insert 
Insert 


The letter for the signature of the Acting Director 
of Finance should be prepered with an original and 
five copies in the following general form: 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
“ASHINGTON, D. o. 


Treasurer of the United Statas, 
Accounting Division, 
Washington, D. C. 


Sbipy 

: Has is. inireply to vour.detter of Oy 36/ 
rekative to check No. - Sam alahcicisity pen het as ; 
fom pS. , drawn by G. F. Allen, Symbol _ : 


touwherorder of : 
the amount of which has been recovered through the en- 
dorsers because of the forged endorsement of the payee's name. 


in exemination of the records relative to the (program 
and year, designation) application, _ in which this 
payee has an interest, discloses the fact that an overpayment 
Oro , exists in the account of this payee and as a re- 
Sulit thereof «the ‘payee is -entitied. to $ aos It aopears 
that settlement should be made with (Name of payee) aera 
the amount of Died ae provided that such person has 
not received the proceeds of the original check and that the 
amount of $ | , 38/ should therefore be deposited 


to appropriation “ 


the Treasury Department file reference. 
the difference between the amount of the check and the overpayment. 
the amount of ths overpayment. 


sa, TRU cot 


It is further requested that this office be 
notified when this action has been taken in order 
that the records may be completed. 


Respectfully, 


Acting Director of Finance. 


(o>) If the payee was not entitled to any part of the allegedly 
forged check which was paid by the Treasury Department 
and recovered through the endorsers, the letter should 
be in the following general form: 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


Treasurer of the United States, 
Accounting Division, ‘ 
Washington, D.C. 


Las 

This is in reply to your letter of em. 33/ 
relative to check No. , dated ; 
for § , drayrm by G. F. Allen, Symbol ; 
to the order of my) tne 


auwount of which has been recovered through the endorsers 
because of the forged endorsement of the payee's name. 


An examination of the records relative to the (program 
and year designation) application so LCi. bas 
payee has an interest, discloses the fact that the payee is 
not entitled to any portion of the proceeds of the above 
check. The amount of the check should therefore be deposited 
to appropriation . 


It is further requested that this office be notified of 
the action taken in order that the records may be completed. 


Respectfully, 


o Acting Director of Finance. 
39 Insert the Treasury Department file reference. 


nae | 


vh 


a] 


40 


(c) The procedure outlined in suvparegraphs (d), (e), 
(f), and (g) of paragraph 4 of this subsection B 
are apphkicable except that there .will not be a 
copy of Form AD-42 and a notice from the Treasury 
Department will be received in lieu of Form AAA- 
367. 


nfe Ea reece. plied A PAYER 


A. Request for Check geld by DO! 


i 


aang RRA aa RRR RR EReERRREEEED 


© 


Unon receipt in the State office of a request 40/ from the 

payee for the veturn of a Treasury check held by the DO, 

the application whereunder the payment accrued and related 
forms should be examined to determine whether the proceeds_ 
of the check sre due the payee; i.e., whether an overpay- 
ment has been made in his account or he is otherwise re- 
vorted as indebted to the: AAA (debts owed to other agencies 
of the Government are’ to be disregarded), or for any other 
reason payment should not ve made as originally certified. 
If the check was drawn for an amount in excess of the amount 
due the check shall be canceled and handled in accordance 
with procedure outlined in subsections D or H, section Vill, 
hereof, If the payee is indebted to the AAA the check 
should be canceled and the payment vouchered, subject to 
deduction, under a dummy application in accordance with 

hee procedure outlined in SRC-203. If the payment should 

t be made for reasons other than the ones enumerated 

above, the case should be reférred to the Director for con- 
sideration. 


If the check is to be remailed to the payee, such action 
should be requested by marking the appropriate block on form 
1664-A (Revised) and entering in the svace provided the name 
and present address of the payee on the original and two 
copies. 


a 


the 


If the check as held by the DO and the State office is satis- 
fied 


het the claim is madé in behalf of the proper party, 
requirement of a statement from the payee may be waived. 


This provision is not applicable if the check is held by 


the 


Gd. 


ie 


aie et 


The first copy shovld be signed and the original and second 
copy initialed by a certifying officer and the three copies 
returned to the DO. 41, 


The remaining copy of form 1664-1 (Revised) attached to 
the case file should bear the same information as is shown 
on the copies returned to the DO and should be placed in 
a closed file alphebetically by payees' names. 


Form 28 should be completed and filed as follows: 


(a) File one copy in the Clearance Unit by State and 
county code and application serial numbers 
with the request of the applicant for the checks, 


(>) Forward one copy to the Association Secretar’ to 
notify him that the DO has been requested to 
mail the check to the payee. 


(c) File one copy with the computation schedule and 
related papers. 


a 


When the payee of a check could not be located by the As- 
sociation Treasurer thereby causing the chec!: to be returned 
to the DO and the payee makes a request for the return of 
the check after it nas been forwarded to the GAO, the pro- 
cedure outlined in subsection A, paragraph 1, of this sec- 
tion VII, shall be followed. 


If no reasons exist why settlement should not be made with 
the payee as originally certified, an original and four 
copies of Form AD-42 should be prepared in the following 
general form: 


if the action "Held-Whereabouts Unknown" has been indicated to 


the DO in accordance with section II, subsection C, paragraph 3, 
hereof, only the original and one copy is to be returned to the 
DO in meking final settlement. 


AD-42 ~ 


“UNITED” STATES DEE PARTENT OF AGRICULTURE 
“OFFICE OF BUDGET AND FINANCE 
“WASHINGTON, D.C. 


General Besounine Office, 
Claims- Division. 


4 


The accompanying 42. eecount adie orm yess 2 ele 
street, ye ae bp * epplicetaen 


2 


——ee oe ene gs ee 


number » nas re sceived mania trative examination 
in this department and is transmitted to you for settlement. 43/ 


Amount claimed $200.00 
Difference exnlained below 
Approved for - pede 20000 


Appropriation (Enter 1 full syn mpol and titre of appropria ation 


LOSES See Sea ee a 


pee ee 


against which -eheck + WAS ¢ are wn). 


enc ert ins fovthe records of the $2.0 7) 5 Bee 

office, Sout bhern Division, SA, the cle claimant is entitled to 

the proceeds of Check No. ., al Pecrown 

in the amount of $ “ne ee fenue. oF. Allen, Symbol _ 
T 


Go 


No.’ , to the .orderfof John Doe, D.0. Voucher No. 
. Kindly forward: the check to the claimant 


in “accordance » with his roguest which is attached. 


“-Respe etfully 


acting Director of Finance, 


‘The full name and address of a certifying officer should be 
typed Onell Copies < and he should paeaiad two copies beneath 
-the words "Acting Director of Finance", The name, title, and 
EN, of the certifying officer shall not appear on the original. 


rey Gis aie clain fron the payee or other papers will not be attached to 
Form AD-42, the vord "accompanying" should be deleted. 
43} If, the claim. from the payee or other papers will not be attached to 
ap, Form AD-42, the words "and is transmitted to you for settlement" 
should be deleted. 


- 22 


3. The original and three copies of Form AD-4e, including the 
two initialed copies, the statement signed by the payee, 
and the certificate of the Association Secretary should 
be forwarded to the Director. The other material should 
be filed in the case file with two copies of form 1664- A 
(Revised). One copy of form 28 should be forwarded to 
the Association Secretary. 


\ 


4, One dated copy of Form AD-42 will be returned to the State 
office by the Director and should be filed with the case 
file which is retained in the Clearance Unit, in order 
that, in the event of an inquiry, the payee may be notified 
of the date the claim was forwarded to the GAO. 


5, <A notice of the disposition made by the GAO of the claim 
will be fornished the State office by the Director and 
should be filed with the copy of form 28 which is retained 
by the Remittance Clerk. 


6, In the event additional inforvation is requested by the 
Claims Diwiaion, GAO, reply to that office should be pre- 
pared in sextunle (original on Letterhead paper and five 
copies on regular copy paper) on stationery of the Office 
of Budget and Finance, Dept. of Agri., for the signature 
of the Acting Director of Finance. A certifying officer 
should initial -il conies with the exception of the first 
copy. beneath the words "Acting Director of Finance", and 
his full neme and address should be tyved on all copies 

with the ex oe of the first copy: The original and 
four copies (including the one which has not been initialed 
and from Thal the nane and address of the certifying 
officer have been omitted) of the letter should be forwarded 
to the Director. | 


SECTION VIII - AMOUNT OF PAYMENT INCORRECT 


(Whenever it is found that the payment made to a person(s) under an 
original application is in an amount in excess of that due, a statement 
by the county committee as to whether the pers son(s) receiving the 
overpayment knowingly misrepresented any fact in connection with the 
application which resulted in his receiving payment in excess of that 
eek must be attached to the adjustment application or submitted 
separately if no adjustment application is filed. AJ11 such cases must - 
ve. sees in accordance with the procedure outlined in this section 
VIII and the instructions set forth in ACP-115, "Procedure Governing 
the Handling of Cases Involving Overpayment under Any Program Admin- 
istered Through the Agricultural Adjustment Administration"), 


Ko) Where Arount. of »f Check is Less than that Due Because of an Hrror in 


; 


certified for the 


When a Treasury check has been issued for less than the amount 
due because of an error in the application and the payee makes 
¢elaim for the balance due,’ ‘the application and ei forms 
which | substantiate the claim must be-executed in the manner 


are ti nes for the execution | or: Sie pieiey forms ee that: 


The aot numbers Vise meee be: es some as tnose 
assigned. to the original OnE Laat by the note- 
tion Des aa) ie ae 


(a) 


ihe: beollicatt on need not be signed by persons not oe 
fected by the claim, but the interest of every perso 
whether offected or not, must be shown. 


co) 


The application must be accompanied by an explanation 
from the clainant(s) in the form of a statement, in 
duplicate, which scts forth-the circumstances of the 
Coses The statement must be signed-oy every person 
vho signed the adjustment application. The county 
committee must approve the. statement. 


(c) 


application eed fron the county office should 
the basis of the prevailing rates of payment. The 
payments due all of the parties should be circled. 
The adjustnent application should be compared with the copy of 
he original application to deterni Bes hee the. adjustnent appli- 
cation will result in an increased payn ond whether the anounts 
other applicants have been altered thereby. If 
it is found that the persons affected, adversely by the increased 
payment have not signed the adjustrent application, a statenent 
by the county committee satisfactcrily explaining Abs inability 
to secure the ARES nre sienatures: nust be:attached, Persons 
overpaid under the original applicaticn snall be placed on the 
State and county office registers of indebtedness innediately 
and request nede of such persons for the respective amount of 
the overpaynent. 


The adjustnent 
be computed on 
anounts of the 


The arovnts of the payments for the individual applicants, as 
computed under the original application should be subtracted 
from the corresponding anounts computed under tne adjustment 
application and the differences entered beside the circled 
amounts on the adjustment application. 24] - 


payment ands final paynent were made under the origi- 
nal Beet ons SA to the provisions of the 1936 Agricultural 
Conservation Progran, 
to the smount of the class I payment and total payment shown on the 
computation schedule prepared for the original application and 
ted fron 


the amount of the final payment shall be added 
deduc- 


the corresponding amounts computed under the adjustnent 


application. 


ile 
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Vouchers and Schedules of ' Disbursements should be prepared in 
accordance with procedure: for regular applications with the 
éxception that one additional copy should be prepared for tne 
files of the Clearance Unit, Adjustment ep pitSs ane should 
not be scheduled with other applications. 


The adjustment applica ation’ and the original of the statement 
of explanation referred to in paragra ph 1 of this subsection A, 
and the usual number of copies of- the vouchers and schedules 
of disbursement shovld be forwarded to the preaudit office of 
the GAC, accompanied by a memorandum in whichabhe previous 
amounts certified are identified by reference to the former 
numbers, dates, and amounts of the checks and the "Disbursing 
Officer's Voucher Mumber", and the date under which the appli- 
cation wes previously paid. If an applicant who was adversely 
offected by the epplication has not submitted a refund, the 
amount by which such person was overpaid cannot be certified 


until a refund, by set-off or otherwise, of such amount is 


secured. If the payment being scheduled to an epplicant is an 
amount recovered by set-off, the adjustment application may be 
submitted to the GAO prior to the receipt of an accomplished 
copy of form 1096 from the DO, provided a‘memorandum to the 

GAO is attached citing the bureau voucher: nunber of the voucher 
in connection with which the set-off was made. 


The mateiiel rot sent to the preaudit office ee the GAO should 
be routed to the apnropriate files in accordance with procedure 
relating to regular applications. 

The material received in connection with the claim should be 
placed in the apvropriate files and the association secretary 
notified of the exceptions taken to the claim for an addi- 
tional payment which may not be allowed. Any payments which 
have been withheld pending the settlement of the claim which 
has not been allowed should be released in accordance with ex- 
isting procedure. 


Mnere An Amount of Check a8: Less then that Due Secause of; Error. in State 


Offic 


ice, 


l. 


A claim for an amount due under an application which has been 
erroneously scheduled or computed by the State office should 

be made in the form of a direct request therefor over the signa- 
ture and present address of the applicant affected. 


The State office copy of the original application should be ex- 
aiuined to determine that the claim is not based wpon an error in 
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the execution of the original application which would require 
the procedure outlined in subsection A of this section VIII. 


5S. fn adjustment application should be prepared and computed. 
Payment may be made only to the applicant(s) making a claim 
therefor. 


4, Vouchers and Schedules of Disbursements should be prepared in 
accordance with. procedure. outlined with respect to regular ap- 
plicitions with the exception that one additional copy should 
he prepored for the files. of theClenrance Unit. This payment 
should not be scheduled with s.ther applications. 


5. fhe State office copy of the originnl application and the origi- 
nal of the related adjustment opplication, the original of the 
written request of the applicant, and the ‘usual number of copies 
of the vouchers and schedules of disbursements should be for- 
warded to the preaudit office of the GAO accompanied by a memo- 
randum to that office in which the previous amount certified is 
identified by reference to the number, date, and amount of the 
chock and the "Disbursing Officer's Voucher Number" and the date 
under which the original application was paid. 


Ge the moterial not sont toi tho prenudit office of the GAO -shoulid 
be routed to the appropriate files in accordance with existing 
procedure. 


7. Whon the error alleged cannot be found, the matcrial should be 
filed and the Association Secretary and the claimant notified 
of the exceptions taken. Any payments which may have been with- 
held pending the scttlement of the disnllowéd claim should be 
released in accordance with existing procedure. 


6. If the error in the State office which caused the claimant to 
be underpaid resulted in an overpayment to one or more of the 
other applicants, a complete statement .s to the nature of the 
error must accompany tho case to the preaudit office of the 
GAO. If the person receiving the overpayment has not refunded 
the samc, such amount cannot be certified until a refund, by 
set-off or cS Le of such amount is secured. 


C. Wheré a Check hans been Returned in Connection ee Payment Made for 


Less - than Amount’ Due. . 


Te Shs ae ae 45/ which has been submitted in connection with the 
Return of .a. MEGRRULY: ‘Chock which 1 wos issued for less ‘than the 


45/ Soe; subsections A and B, hereo’ 


ee 


amount due should be examined and an adjustment application 
prepared in accordance with subsection A, or B, hereof, which- 
ever is applichble,. . 


&. The returned Tréasury chetk should not be canceled but should be 
returned to thé payce in the manncr outlined in subsection A or 
‘B of section VII, hereof,i whtchever is applicable. 


3. Tho material should’ be forwarded to the preaudit office of the 
GAO in accordance with subsection A, paragraph 5, or subsection 
B, poragraph 5 of this section VIII, whichever is applicable. 


D. Whore Amount of a Returned Check is in Excess of that Due Because of 
ErLror inveoplication, = ae . 


1. The adjustment, application and related forms submitted in con- 
nection with a check which ha3 been roturned because it is in 
excess.of the amount due through an error ii. the original ap- 

plication should be propared in the manner preseribod for any 
original forms oxecpt that: 


(a) The serial numbers thereof must be the same as those 
“  "“agsigned to the original forms followed by the nota- 
me Tron Nas , 


(b) The applicant(s) need not sign the adjustment application, 


&. An adjustment application should be prepared and computed and 
payments. for the applicants not affected thereby should be 
circled. 46/ 


3, The Treasury check(s) returned in connection with the claim 
should be canceled as outlined in section III hereof, 


4, The record of the disposition of the checks should be ontered on: 
the reverse side of ‘the originnl and remaining copies of form 
1664-4 (Revised). The original of form 1664-A (Revised) should 
be placed in the closed file #7/ and the duplicate copies thereof 
stapled to the State office copy of the original application. 


46/ When checks representing the initial payment and final payment heave 
been issued to the claiming applicant pursuant to the 1936 Agricul- 
tural Conservation Program and one of the checks has not been re- 
turned, the amount of the payment represented thereby should be deduc- 
ted from the amount of the class I payment computed as outlined in 2 
above if the unreturned check is a finol payment and from the class 
I and class II payments proportionately if the unreturned check is an 
initial payment. The deduction should be referred to by the number, 
amount, and date of the check and the "Disbursing Officer's Vouchor © 
Number" and date under which the original application was paid. 

47/ See section II, subsection C, hereof. 
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Vouchers and schedules: of ai sbursements: should be prepared in 
accordance with procedure: outlined for regular applications 
with the exception that one additional copy should be prepared 
for the files of the: Clearance Unit, The adjustment applica- 
tion should not a scheduled with other applications. 


The adjustment. appl idation, the original of the statement Ong x= 
planation, one copy of form 28 with respect to each canceled 
check, end the ‘usual number of copies of the vouchers and sched- 


‘ules of disbursements should be transmitted to the preaudit of- 
fice? of the GAO, sadn vier 


The neterisl not sent to the preaudit office should be routed to 
the appropriate He in accordance with existing procedure. 


A copy of form 26 should: be filed by Stake and. county code and 
application serial mimberd ‘in the Clearance Unit. 


Any payments which may have ' ‘peen- withheld pending. the settlement 
of the disallowed claim should be released in accordance with 
existing procedure end the Treasury checks returned to the DO in 
connection with out which were not involved in the overpayment 

should be released in accordence with the’ procedure outlined in 
section VII hereof. 


There Amount of Returned Check is in Excess ote thet Due Beceuse of 


prror Shy) State Office, 


ie 


When « Treasury check has been returned because of, ancerrorgin 
ae or scheduling the payment by the State office, = copy 

of the original application should be prenared (the signature of 
tiie applicants, county committeeman, and the Association Secretary, 
are not as eepeaae 


The Treasury check(s) returned in connection with the claim should 
be canceled es outlined in section III hereof. 


Forms 1664-A (Revised) should be filed in accordance with subscec- 
tion De parasr raph = of this section VIII. 


An ee huid babhen and nee necessary copies of vouchers 
and schedules of disbursements should be prepared in accordance 
with the instructions contained in subsection D, paragraphs 2 
and 5 of this section VIII. | 


The case should be routed to the proper offices in accordence . 
with peragravhs 6 and 7 of sudsection D of this section Na 


‘ 
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F, Where Remittances Other than Treasury Checks are Received in Connection 
with a Payment Made in Excess of Amount Due. 


a ee 


1. When a remittance other than a Treasury’ ¢he¢k is received because 
a payment wes made in excess of thé Amotint due, the material sub- 
mitted should be examined in accordance with subsections D or E 
of this section VIIt, whichever is applicable, 


2. The remittance should be scheduled for edilection to. the credit 
of the apprepriation account if it is egies that the amount 
of the remittance is the exact difference between the. amount due 
and the amount.paid or not in excess thereof. 48 and a copy of 
form 28 should be filed with aes adjustment application. 


3, If it is found that the refund is less than the amount due, the 
association secretary should ‘be advised of the area and re- 
quested to secure ‘the additional sun. 


4, The remittance should be scheduled for collection to the credit 
of the regular ‘special deposits account. 49/ if it is determined 
that the amount of the remittance is greater than the difference 
between the amount due the applicant and the amount paid him or 
that no refund should have been nade by the applicant under the 
application. 


5.. After the amount of the refund due has been determined, this 
aiount should be transferred to the appropriation account and 
the balance of the remittance, if any, refunded to the depnosi- 
tor: A copy of forn me should be filed with the adjustnent 

application, 


SECTION IX ~ NAME OF PAYEE INCORRECTLY WRITTEN OR ERRONEOUSLY until 
ON CHECK 


(Whenever it is found that a check has been issued to a payee who was 
not rightfully entitled to receive payment under an application, a 
statement by the county committee as to whether the payee receiving 
the check knowingly misrepresented any fact in connection with the 
application which resulted in his receiving payment to which he was 
not entitled, must be attached to the adjustment application or sub- 
nitted separately if no adjustment application is filed. All such 
cases must be handled in accordance with the procedure outlined in 
this section IX and the instructions set forth in ACP-115, "Proced- 
ure Governing the Handling of Cases Involving Overpayment under any 
He sao eons Threugh the Agricultural Adjustment Administra-~ 
tion" 


48/ See section IV, subsection A, hereof, 
- 49/ See section IV, subsection A, hereof, paragraph 6. 
50/ See section V, hereof. 
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A. Treasury Check Returned Because of BY tor in Application. 


ct 


Wheti a ‘Treasury check is returned because the payee named 
thereon ig* not entitled to’ the payment or the payee was 
erroneously shown on the application, the application and 
supporting forms which support the claim must be executod 
in the’ manner prescribed for the execution of any original 
forms’ with the exception that, 


(a) The serial numbers thereof must be tho same as 


those ‘assigned to the oseoa ert aoiry followed by 
the notation "Adj." 


(db) The application neéd not. be: signed by persons 
not affocted by the claim nor must the acreage 
sharos of the disinterested persons be shown. 


The statement: of explanation which accompanies the adjustment 
applicstion must, 


(a) Be prepared in duplicate, 


Cie Be “ghee by every person who signs tho adjustment 
application, 


(c) Recommend the cancellation of the incorrectly issuod 
check and the issuance of a new check to the claimant; and 


(ad) Sect forth all of the facts which justify the considera- 
ELON, Of the claim. 


If the person whose name erroneously appears on the application 


and the check submits a statement, the statement should disclose 
: 3 


; the fact that he has no interest in the application or the pro- 
‘ceeds of the check. 


The Treasury check(s) returned in connection with the claim should 
be canceled as outlined in section III hereof. 


The records of the disposition of the checks should be entered on 


the reverse side of the original and copy of form 1664-A (Revised). 


. The original of the form 1664-A (Revised) should be placed in the 
closed file 51/ ana the duplicate copies thereof stapled to the 
State office copy of the original application. 


The vouchers and schedules of disbursements should be prepared in 
accordance with procedure outlined for regular applications with 
the exception that one additional copy should be prepared for the 


51/ See, section..II, subsection C, horeof, 


v 
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files of the Clearance Unit: The adjustment application should 
not be scheduled with other applications. 52/ 
The adjustment application, the original of the statement of cx- 
planation, one copy of form 28, and the usual numbors of vouchers 
and schedules of disbursements should be transmitted to the pre- 
audit office. 


The matcrial not sent to the preaudit office should be filod in 
accordance with existing proccdure. 


B. Treasury Check.Returned-Because of an Error in the State Officc. 
ee cause of an trror in the State Office 


alee 


When a check is returned because the State office erroneously 
scheduled the payment, claim by the person cntitled to the pay- 
ment should be submitted to the State office in duplicate ap- 
proved by the Association Secretary. 


The check(s) returned in connection with the claim should be 
canceled in accordance with section III heroof. 


At the time the copy of form 1044, Revised, is returned from the 
DO, the case should be handled in accordance with the proccdure 
outlincd in subsection A, paragraphs 4,0, UO, eG a /aueo Geen a 
section IX, 


C. Remittance Other than Treasury Check is Recoived. 


iby 


‘ 


When a remittance other than a Treasury check is received because 
the name of the payee was written incorrectly or erroneously 

placed on the check, the material submitted in connection there- 
with should be examined in accordance with subsection A , paragraphs 
1 and 2 of this section IX, or subsection B, paragraph 1 of this 
section IX, whichever is applicable. | 


If the refund is determined to be due and the remittance is in the 
exact amount, or not in excess of the exact amount, of the incor- 
rect payment under which the claim is made, the remittance should 
be scheduled for collection to the credit of the regular appro- 
priation account and now check issued to the proper applicant in 
accordance with procedure outlined in section VIII, subsection F, 
hereof. 


If the amount of the remittance is less than that duc, the county 
office should be notified and appropriate action taken to secure 
the additional sun. 


52/ When an initial and final check issued under the 1936 Agricultural 


Conservation Progran are returned, the adjustment payment to the 
proper applicant should be made as full paynent. on Form ACP-13B, 


= 


I 
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When it is determined that the remittance is in excess of the 
amount of the incorrect payment, ise., a portion of the amount of 
the remittance should de rofunded té the incorrect payee, the 


--remittance should be schedulod for dollection to the credit of 
the regular special deposits account, the procedure outlined in 


section V hereof should be followed. 


When the amount due the correct payee has beon covered into’ tho 
appropriation by the use of form 1046, Revised,. the procedure 
outlined in section VIII, subsection F, hereof, should be followed. 


_If it is determined that the refund should not have been made, the 


remittance should be scheduled for deposit to the credit of the 
regular special: deposits account and ro funded to the applicant 
submitting the remittance as outlined in section V, subsection B, 
NeEEeot. 


SBOTION Sea DUPLICATE CEECKS 


Dae 
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eee try Check Returned. 


CO 


When two or more Treasury checks representing the same payment 
are issued and the duplicate checks are returned the duplicate 
checks should be canceled as outlined in section III hereof. 


The statoment to be inserted in form 28 under the words "Action 
Taken" should set forth, for the purposes:of the State Account- 
ant, that the collection is not rcimbursable unless the payment 
was scheduled more than once due to receipt of more than one 
application. : 


Remittance Othér than Treasury Check Received. 


1. 


When two or more Treasury checks representing the same payment 
are issued and cashed by the payee, the remittance refunding the 
duvlicate vayment should be deposited for collection to the 
credit of the regular. appropriation account if the amount thereof 
is the exact amount, or not in excess of the exact amount, of 

the duplicate bhectts 1s , 


If the amount af the remittance is in excess of the amount of 
duplicate check(s}), the remittance should be taken up in the 
regular special deposits account and the procedure outlined in 
section V hereof should be followed.: 


The statement to be inserted in form 28 under the words "Action 
Taken" should set forth, for: the purposes of the State Accountant, 
that tho collection is. not reimbursable unless the payment was 
scheduled more than once due to receipt of more than one application. 
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SECTION Xi - SCHEDULING AND VOUCHERING PAYMENTS ACCRUING TO THE ESTATES OF 
ia DECEASED OR INCOMPRTENT PERSONS » ae 


A. Audit of form 1055. ..:/. 


1. Cases involving certification for payment to an executor, adminis-— 
trator, guardian, or committee. 53/ . 


(a) “Form 1055 must’ be executéd by the claimant in duplicate, 


(b) Paragraphs eRe ieee and 5 must be properly completed by the 
t claimant to disclose the information indicated. - 


(c) Any additional facts, upon which the claim-is based may be 

"set out in paragraph 6¢j). Subparagraphs (a) to (i), inclus- 
ive, of paragraph 6 and affidavit of corroborating witnesses 
need not be executed. ri hs . 


(d) If the date of death (or adjudication or declaration of in. 
competence) and the domicile of the decedent or incompetent 
are shown in the court order, the certificate of notary 
“public is not to be required. : 


(e) Form 1055 must be supported by a certified copy of the 
court order appointing the executor or administrator 
filing claim or by a short form certificate of the ap- 
pointment. If such certificate or certified copy of 
tne court order shows the appointment to have been made 
more than one year prior to the date the claim and re- 
lated schedule and voucher will be received in the pre- 
audit office, a certification, by the court making the 
appointment, to the effect that such appointment is in 
full force and effect must be secured by the claimant. 


(f) «Where the decedent died intestate and it appears that 
Claim is filed by a public administrator on form 1055, 
there must be a showing.either that: 


(1) There are persons entitled to share in the es-— 
tate under the laws of the domicile of the 
decedent, or . 


(2) That there are creditors of the estate, Ora 


(3) That there are assets of the estate other 
than the amount due from the United States. 


5a; In the absence of a State statute establishing a higher limit, adminis- 


tration will be required where the total payments due the estate of 
the decedent exceed $500.00. Where 2 higher limit is established by 
the law of the decedent's domicile, the provisions of such statute 
shall govern as to the amount payable without administration. 


ee aes 


(g) If form 1055 and ary documents submitted in connéction 

therewith are found to conform with the réquiréments of 
this subsection A, payment may be scheduled and vouchered 
to the claimant in accordance with the provisions of sub- 
sections B or C-of this dsédtién KI whichever is appli- 
cable. 


(n) If for any reason the claim cannot be allowed, the claim- 
ant shall be advised by letter of the reason or reasons 
for disallowance. The county office should be furnished 
with a copy of such letter. The file relative to the 
disallowed claim should be placed ‘in a file alphabeti- 

cally (by name of the decedent) Seatac renewal of the 
disallowed claim or submission of a as by some other 
SOL 


2. Cases involving certification for payment in accordance with the 
laws of distribution of the domicile of the decedent, without 
the appointment of an executor or administrator. 


(a) Form 1055 must be Someta executed except, for paragraph 
5 thereof, to show the following facts: . 


(1) That the decedent died intestate. 


(2) The amount due from the United States must not ex- 
ceed the maximum amount, prescribed by the State 
statute of the domicile of the decedent, for estates 
upon which administration need not be had. 54 


(3) Funeral expenses must have been paid if the law 
of the domicile of the decedent allows under-— 
takers statutory preference, as creditors, over 
the heirs-at-law or next of kin. An itemized, 
reccipted undertaker's bill must be submitt eae by 
the claimant to show payment of the funeral ex-— 
penses or a notation entered on the form 1055 to 
the effect that no funeral expenses were incurred. 
if such funeral expenses have not been paid, a 
waiver (Form ACP-73) 5 signed by the officiating 
undertaker is to be required, 


(4) If paragraph 6 of form 1055 indicates that the 
funeral expenses were pnid by someone other than 
the claimant and out of funds not belonging to 
the estate of the intestate, there must be fur- 
nished a waiver of right to claim (Form ACP-73) 
Signed by the person paying such funcral expenses. 


54/ See Footnote.53 of this section XI. 
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(b) Where claim is made ‘by a married woitan the name and. 
signature should show the full Christian name, additional 
initials, if any, and surname instead of the husband's 

‘initials. or first name, unless such married woman is 
acting under’ a court dee or trust agreement in which 
case the name and signature should agree with the name 
. as set forth in the instrument or a statement should be 
attached by the county committee to the effect that the 
person signing is the same person named in the instru- 
ment . 


(c) ‘The affidavit of two witnesses must be completely executed 
- and the form 1055 properly notarized. 


(a) The applicant, whether he claims personally or through a 

duly authorized representative (power of attorney) must be 
a& person entitled under the laws of the domicile of the 
“decedent to share in the payment accruing to the estate of 
such decedent. This provision shall be applicable regard-. 
less of the location of the farm upon which the payment 

“accrued. If such domicile is a State other than that in 
which the payment claimed was certified, the claim shall 
be referred to the Director for appropriate action. 


(ce) If there are adult heirs shown, in paragraph 6(f) of form 
1055, to be entitled to share in the payment, payment may 
be made to the claimant only of the amount to which he is 
entitled unless a properly executed trust agreement (Form 
AAA-378) is submitted, signed by such adult heirs who have 
not signed form 1055. 


(f) If there is submitted a trust agreement signed by a person 
& or persons entitled to share, designating a trustee’ to 
receive payment, payment may “be made to such trustee, who 
has submitted form 1055 properly executed by him as 
trustee, in the amount equaling the respective shares 
of the trustee, if any, and the shares of the persons 
appointing the trustee. | 


(g) If form 1055 is executed by one person pursuant to the 
duly oxecuted power of attorney of a person entitled 
under the laws of the domicile of the decedent to share 
in the payment, the share of the payment due the grantor 
of the power of attorney shall be scheduled and vouchered 

for payment to the principyl (grantor) and not to the per- 
son who has been granted the power of attorney. A power 
of attorney shall be construed to empower the agent only 
to claim, and not to receive, payment on behalf of his 
principal. If claimiis filed by one person on behalf of 
another pursuant to a power of attorney, such power of 
attorney should specifically authorize the agent to 
claim the proceeds of the payment for the principal and 
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should not be merely @ power to operate a farm and gen- 
erally to.do acts done in the operation of a farm. 


Ch) Tin every case the age of the claimant must be shown on 
form 1055. -55/ 


(4) If a waiver of right to claim is submitted signed by 2 
person who otherwise would be entitled to share in the 
payment as an heir or next of Kin under the applicable 
lews, such person must be shown to have attained an =ge 
of majority. If a waiver is signed by a creditor of the 
estate of the decedent, the age of such creditor need 
not be shown. 


ie ltr teis determined that there are adult heirs entitled 
to share in the payment who have claimed or authorized 
another to claim for them in eccordance with the provi- 
sions of this SRC-302, the respective shares of each 
guch adult heir shall be scheduled and vouchered payable 
to them individually, except 


(1) In the case of a trust agreement, 
(2) As provided in subparagraph (c), paregraph 1, 
subsection B of this section xa} 


(xk) If there are persons entitled to share in the payment who 
have neither filed claim, nor waived or delegated their 
right to claim, such amounts shall not be paid until 

- claim is filed in accordance with the provisions of this 
section XI, as amended, except: 


(1 As! proyidedian subparagraph (e), paragraph 1, sub- 
section B, section XI, of this SRC-302, 


(1) If the amount of the check claimed is in excess of $100,00 
the ages. of the heirs, whose names are shown in paragraph 
6(f) of form 1055, must be set forth immediately following 
their names in such paragreph. If the amount is $100.00 
or less this information is not necessary. 


3, Cases involving certification for payment to a creditor ugg ak) 
estate of the decedent. 


(a) cif form 1055 1s submitted, executed by a creditor of the 
estate of the decedent, there must be furnished a. waiver 
of the right to claim (Form ACP~73) from other creditors of 
the game or greater degree of preference under the laws 
of the domicile of the decedent, or else a showing that 
there are no*. other such creditors. 


56/ It is to be noted that no provision is made on form 1055 for such in- 
formation. The age of the applicant should appear immediately follow- 
ing the name of the claimant in paragraph 1 of the form. 


(By) ow person, whether he be an heir, the next of kin, or in 
m0 way related to the decedent, who has paid a preferred 
creditor ovt of funds not belonging to the estate of the 
decedent, is by such payment subrogated to the creditor's 
‘statutory preference and claim by him should be made as 
creditor in accordance with paragraph 3 above of this 
subsection A, If, after allowance of the preferred 
Claim, there remains an amount due.the estate of the de- 
cedent, such remaining amount is for payment in accord- 
ance with the provisions of this section XI, governing 
payments to persons other than creditors. 


4, Cases involving certification for payment to the widow and/or 
the minor heirs of a decedent in accordance with an allowance 
of personal property set aside by order of the court. 


(a) Inasmuch ag exempt allowances in favor of widows and/or 
riinor children of decedents are predicated upon some 
court action, claims based upon such allowances should 
be referred to -the Director, together with the order 
maxing such allowance, ora certified copy thereof, 


oO 


Cases involving certification for payment to a minor, his 
guerdian, or custodian. 


(a) Where a minor tnkes, under the applicable State laws, 
end payment is certified to him, his guardian or cus- 
todian, pursuant to claim therefor on form 1055}; there 
must be showing of one of the following: 


(1) Letters of Guardianship, certified copies thereof, 
or a Short Certificate of Letters of Guardianship. 


(2) An affidavit, by any person having knowledge of 
the facts, that the minor is competent to receive 
and handle funds, or 


(3) That the minor is in the care and custody of the 
person claiming on behnlf of such minor, by use 
of form 1055. In such a case the amount found 
to be due the minor shall be scheduled for payment 
in the following style: "Nary Jones, for the sup- 
port and benefit of William Jones, Minor", There 
must appear in paragraph 6(j) of form HOSS) Vor iy 
supporting affidavits, a statement of the relation- 
ship between the custodian and the minor and the 
circumstances of the custodianship. 


6. Cases wherein adopted or illegitimate children claim payment 
or are shown on form 1055, 
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(a) Cases. wherein. adop ted’ or {illegitimate children file 
“claim for an amount believed to be due them, or where 
such adopted or illegitimate children are shown on 
form 1055, should be referred to the Director for 
appropriate action. Cases involving collateral kin- 
dred of the half-blood shotild also be submitted to 
the Director, 


Bo Prepare tion of ‘Schedule 3S and V Vouchers for Payments Accruing to the 
Estates of Incompetent Persons for Cases Wherein | Neither the De- 
cedent nor the Applicant is Indebted to the AAA. 


figs When it has been determined | that the person Claiming. sue pre= 
eéeeds of an agricul tural conservation vayment, by use of form 
OOS; 21.5 entitled to all or vant of the payment due the estate 
oi tne decedent, such amount as the claimant may be entitled 
to may be scheduled and vouchered for payment to such claimant 
by preparing the regular schedules and vouchers of disburse- 
ment, in accordance with the procedure for scheduling and 
‘youchering payments under regular applications for payments, 
with the following exceptions: . 


(a) One additional copy sha 11 be prepared for the files of 
Clearance Unit. 


(b) Enter the code "(C)" immediately following | the admini- 
strative voucher number, 


(c) Payments shall be scheduled and vouchered to the claim- 
ants individually except in cases involving payment to 
a trustee or custodian 56/ or to the widow and minor 
Mein sOltsuierdecedenty, oyment to a trustee shall ie 
styled in the following manner: "John Doe, Trustee 
The nature of the trust shall not be set out on the 
schedule or voucher or on the face of the cneck drawn 
pursuant thereto. 


(a) If it is found that all or part of the amount due is 

| payable to the widow (or widower) and the minor heirs 
of the decedent, such payment, or portion thereof, 
may be scheduled and vouchered as follows: ) 


(1) Where there are no more than two. minor heirs, 
the payment may be scheduled and vouchered 
to such widow (or widower) and minor heirs 
by name, e.g., Mary Doe, for herself and as 
custodian of James Doe and Jane Doe, minor 
heirs of John Doe, deceased. 


56/ See subsection A,paragraph 5, of this section XI. 
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(2) Where there ate more than tvo minor heirs, 
... the payment may be schedtiled and vouchered 
to the:widow (or widover) and minor heirs 
‘as a-class, e.g., Mary Doe, for herself 
and as custodian of the minor heirs of Joe 
Doe, deceased. 


(3) The provisions of this subperagraph (da) are 
‘-.. .t0-be ordinarily confined to cases wherein 
ae the amounts of checks and/or payments claimed 
on‘a single form 1055 is in excess of the sum 
of $1.00. 00. 


(e). If a decedent has died leaving a surviving spouse and 


children and a claim is submitted by such surviving 
spouse,’ the amount claimed may be scheduled and vouch- 
ered to the claimant as "widow (or widower) and repre- 
sentative of the heirs of (decedent) , deceased," 
~iprovided, howéver, that the provisions of this sub- 
. peragraph (e) shall be limited to payments of $100.00 
or less. 


-(£) If the amount of the check claimed is in excess of the 


sum of $100.00, it becomes pertinent to establish the 
pges of all children of the decedent, 


When all or part of a payment due has been scheduled and vouch- 


ered for payment to a claimant, an entry should be made on the 
two copies of forms 1664-A (Revised) which form a part of the 
claims file, of the schedule and voucher of disbursements and 
the bureau voucher and schedule number. Subsequent reference 
to such notations will avoid duplicate or overlapping payments 


“on any subsequent voucher and schedule prepared with resvect 


to the same original payment. 


Then it is determined that a claimant is entitled to all or 
pery of an agricultural conservation payment, such amount as 
the claimant may be found to be entitled to may be scheduled 
and vouchered to such claimant by vreparing a regular schedule 
and voucher of disbursement in accordance with the procedure 
for scheduling and vouchering regular applications for payment 
with the is Age DEO ui 


(a) Gna additional copy shall be rete for the files 
of the remittance clerk 


(b) Enter the code '(C) erence following the admini- 
strative voucher number. 


(c) Payments shall be scheduled and vouchered to the 
Claimants individually, except in cases wherein payment 
is certified to a trustee or custodian. 57/ 
Payment to a trustee shall he styled in ‘the following 
manner: "“Joehn Doe, Trustee. The nature of the trust 
shall not be set out on the schedule or voucher or on 
the check drawn pursvant thereto. 


et oes tel) oy partsofvan agricultural conservation payment has 
been scheduled and vouchered for payment to a claimant, on entry 
should be made on a file copy of form 1664-A (Revised) or other 
memoranda of the canceled check contained in the claims folder 
Such entry should set out tne bureau voucher and schedule number 
and the amount certified, Subsequent reference to such entries 
> will avoid duplicate or overlapping payments on subsequent 
echedules and vouchers, if any, prepared with respect to the 
same original payment. 


Dee aetnoOrerl sadue athe estate of the decedent both an initial and 
final peyment, such payments shall be combined for the purpose 
of paying the amounts thereof to claima nts who derive their 


y 
right to payment from such decedent. If the amount due as the 
final pa -yment has never been paid, ue py sitisadchecigetor the 
amount was never draw claim for such amount should be made in 
¥ z 


paragraph 3 of form 1055 


Ge Preperation of Schedules a and Vouchers’ for Payments Accruing to the 


Estates or Incompetent Persons on. Cases Wherein hither the Deced- 


ent ent or the Applicant is ; Inde bted to the AAA, 


1. If it is determined that the estate of.a deceased person is in- 
debted to the AAA 58/ the entire amount of the payment due the 
decedent's estate, or so much thereof as is required.to liqui- 
date such indebtedness, shall be scheduled to the Treasurer of 
the United States in the manner outlined in SRO=303, . Tet re~ 
maining amount due, if any, is for payment in accordance with 
this section XI. 


2. If it is determined that an applicant executing form 1055 is 
entitled to the beneficial interest of the entire payment due 
or the beneficial interest of a share therein, and it is fur- 
ther determined that such applicant is indebted to the AAA, 
the entire beneficial interest of such applicant, or so. much 
thereof as is necessary, shall be scheduled,.and vouchered 
for payment to the Treasurer of the United States in the 


57/ See subsection A, paragraph 5, of this section XI. 


58/ Debts owed to independent bureaus, agencies or departments of the 


Government, other than the AAA, shalhmnoteberaetloff if reported subse= 


quent to the initial (original) administrative certification of the 
ata for payment to ‘he decedent, 


ae ar 


manner outlined in SRC-303. The remaining amount due such 
applicant, if.any, is for payment in accordance with the Pro=- 
visions of this section XI. 


Syecte it is determinea that a person, who, under the laws of the 
domicile of the decedent, is entitled to share in the amount 
due, has signed’a waiver or trust’ agreement, relinquishing or 

delegating to another his right to payment and if it should 
further appear that such person who has waived or delegated 
his right to payment is indebted to the AAA, the amount that 
would be due such person in the absence of the waiver or dele- 
gation, or so much thereof as is necessary to liquidate such 
indebtedness, shall be scheduled and vouchered subject to de- 
duction in accordance with SRC-303, and the remaining amount 
due, if any, paid in eccordance with the waiver or trust agree- 
ment, as outlined in this section XI. 


4, If a person entitled to share in the proceeds of a payment has 
granted to another the authority to file claim for such amount, 
payment shall be scheduled and vouchered to the person grant- 
ing the power of attorney, 59/ If, therefore, it should be 
determined that the principal is indebted to the AAA, the amount 
due such principal, or so much thereof as is necessary, shall 
be scheduled and vouchered subject to deduction and the remain- 
ing amount due, if any, paid to such principal as outlined in 
thie section XI; - 


D, Definitions. 
The explanation of given terms, while not complete, will serve to 
indicate the meaning of such terms and expressions as used in this 
SRO-302 and their use will result in greater consistency in the 
hendling of cases involving payments to claimants of amounts due the 
estates of decedents. 
Teste state Deceased leaving a will. 


Intestate: Deceased not leaving a will. 


Letters Testamentary: Court order appointing an executor to 
carry out the terms of a will. 


Short Form Certificates: Short certificates issued by a court 
certifying that letters testamentary or letters of adminis-— 


tration have been issued. 


ixecutor: Person designated in a will and eppointed by a court 


to settle the estate of a decedent in accordance with a will, 


59/ See subsection A, paragraph 2, subparagraph (f) of this section XI. 


mi 


eee 


Administrator: Person appointed by 4 court to settle the estate 
of a decedent in accordanté pases State Law, ae in the - 
absence of a will. ; pies WO aa, gas 


Guardian: Person, appointed by court: to transact business, éte. 
on behalf of a minor. rh 


Committee: Person appointed by a court:to transact business, etc. 
on behalf of an insane as 


Deoeon te: Children, “grandchildren, arent grandchildren of 
decedent. 


Custodian: Person who has not been appointed guardian but who 

Efe has actual physical custody ofa minor, and has charge of the 
»minor's business affairs. Usually a parent or near relative. 
of minor. cues ieee a Ts as i 


Minor: Person who has not reached the age at which State law 
declares him competent to handle all business affairs.. 


Kin, Kindred: Blood relation or relations. For example, the 
brother of decedent's father is kin, whereas the. wife OL Ssiier 
brother is not kin. 


Brothers and sisters of the whole blood: Brothers and sisters 
having both parents in common. 


Coll] iaterial Kindred of the half- blood: Brothers and sisters 
“having but one parent in common. ay 


Power of Attorney: Instrument authorizing one person to transact 
cusiness for and execute the signature of another. Note that 
in power of attorney cases payment should be scheduled to the 
principal and not the designated fiduciary. 


~Waiver: Instrument by which a person defitinely and clearly re- 
nounces or gives up his right in and to the proceeds of the 
check. Note that in waiver cases payment should be scheduled 
to the person in whose favor the waiver was executed and not 
to the person who executed the waiver. 


Trust Agreement: Instrument by which one or more persons designate 
another to receive the payment in his own name. Note that in 
trust cases payment should be scheduled to the trustee as such. 


eee 


SECTION XIT.. - DISTRIBUTION OF Fons 


Sos aa 


FORM ACP-24, "Debit Voucher foe Unebiiectitie Checks Retired” 
ees R er) and: 3 copies). hil nee 


ibe para ea 


cay One bodes ve Pa itnnews 


ah hes Original and:ione:copy.-to. the Office: of. Budget 
and Finance, Dept. of Agri., Washington, D.C, 


pie. ONG: obey retained, in. files of: pe L aa! Unit. 
<FORM ACP-28A, . "Notice, th Pome taet ae, ec aiye 
FORM ACP-28, pee sion bees. Ahi ce and 3 3 copies) 


rel 


ue then used. in. eseeietbiiets Soe eee byes than penaaey 


check, 

PM RT Rarer eid hia dhe gr «oa. is | 
(3) AOPHOBA ta the romitier PS Aa Ree a 
(b) ope er eee a Cone oP Oe mt oe ony eee 


(1)... One. copy to State Accountant. 


(2) One copy a) RRS ve ane Bookkeeping Division, 
GAO;. Washington, -D..-C, - 57. 


(3) Gne “copy ee Rear nee ere and Reports Section, 
aWiA, Washington, D, ©, if deduction for associa- 


tion expenses is ees 


fey Original to fas ‘filed Gite adjustment applica- 
ltGLONy ie GOT ee oe wy bs; f 


B. When used as a receipt for Vineagury checte returned to DO, 
1. , ; Distribution:. 
(a) . Form ACP-28A to Association Treasurer, 


(b) Original and three copies of ACP-28 to the case 
file pending settlement of case. 


(1) “here check is to be canceled and is held by 
DO or GAO: 


wi? 


| 
(o>) 
(xt 
| 


a. One copy to State Accountant. 

b. One copy to Control Accounts and Revorts 
Section, AAA, Washington, D.C., if deduc-: 
tion for association expenses is affected. 

Oo. Original (and one copy co fives of 


Clearance Unit. 


1. One copy to GAO with adjustment appli- 
cation, if any. 


(2) Where check is to be returned to payee. 


aa By De. 
1; Original to files of Clearance Unit, 
2. One copy to Association Secretary. 
3. One copy to be attached to the appli- 


cation and related papers. 


|\o 


By Gsi0. 


1. Original and 3 copies retained in 
Clearance Unit. 
2. One copy to the association Secretary. 


STANDARD FORM NO. 1044 - SCHEDULE OF COLLECTIONS, with title altered to 


read, 


office by DO.) 


* 


"SCHEDULE OF UNCOLLECTIBLE CHECKS", ae copies sent to State 


dies Praotreoutvion: 


(c) 


One copy returned to DO. 
One copy to the State Accountant. 


One copy, prepared by Remittance Clerk, retained 
in files of Clearance Unit. 


STANDARD FORM NO. 1044- SCHEDULE OF COLLECTIONS 


4, When used as a schedule of collections received in State office, 
(original and 7 copies). 


18; Distribution: 


(a) 


(d) 


Original and 3 copies to DO* (one copy marked "For 
Control Accounts and Reports Section, AAA, “ashing- 
tod, oy, 


One copy to Division of Bookkeeping and Warrants, 
Treasury Department, Washington, D. C, 


A copy will be returned by DO and later sent to the State Accountant. 


Pah tae 


(c) One copy to Accounting and Bookkeeping Division, 
Washington, D, C. 


(d) One copy to Office of Budget and Finance, Dept. of 


Agri,,. Washington, D. ©, 
aa go Lire , 
(e) -One copy to files of Clearance Unit. 


When used as a schedule of collections received by DO which 


should have: been..received by the State office. 


teh One copy. of 1044 will be received from the DO. 
oe Two. copiés will be prepared in the State office. 
3. Distribution: 


“(a) The copy received from-DO to State Accountant. 


~ *(h) . One copy to Office of Budget and Finance, Dept, of 


Heri.,, Washington, D; ¢, 


(c) One copy to files of. Clearance Unit. 


STANDARD FORM NO.:1044 - SCHEDULE OF COLLECTIONS, altered to read, 
OF CANCELED CHECKS". (original and 8 copies) 


STANDARD FORM NO. 1045 ~ SUMMARY OF COLLECTIONS, (original and four copies 


ae Distribution: 
(a) Original and 6 copies to DO. » (One copy marked 
"Forward to Control accounts and Reports Section, 
AAA, Washington, D. 0.", Two copies marked "For- 
ward to Preaudit seice, Gaon) 


(b) One copy to Office of Budget and Finance, ties 
of eth  Nashinston we Dunc, 


(c) One copy to files of Clearance Unit, 


(ad) The copy returned from DO. to State Accountant. 


prepared by DO forwarded to State office, ) 


aby Distribution: 
(a) Original and one copy to DO. 


(b) One copy to Office of Budget and eso Dept. 
of Agri’..;. Washington, DiC, © 


(c) One copy to State Accountant. 


(a) One copy to files of Clearance Unit. 


5? 
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STANDARD FORM NO, 1046, REVISED. - SCHEDULE OF inane fi -~ SPECIAL DEPOSITS 
(original and 7 paeaes 


Tae “Distributiomst.,  yilige a. gi 
(a) Original and 3 copies to DO (one copy stamped 
_ "Forward to Control Accounts: and Baa Section, 
AAA, Washington,” dD. ce", “ 2 
(b) One copy to the Division of Bookkeeping and Warrants, 
Treasury Dept., Washington, Deecer 


3 
(c) One copy to Accounting and Bookkgeping Division, 
, GAO, Washington, D. C.°. 
(d) Two copies to pending file. 
(1) One copy to Office of Budget qnd Finance, 
Dept. of Agri., Washington, D. C. 
: ; (2) One copy to files of Clearance Unit. 
& | (ec) The copy returned by DO to State Accountant. 
; STANDARD FORM(S) NOS. 1047 AND 1048 -"PUBLIC VOUCHER FOR REFUNDS': and "PUB- 
LIC VOUCHER FOR REFUNDS MEMORANDUM" (original) (1047) and 3 copies (1048)). 
| ER 
(a) 1047 to DO. 
(bd) 1048 ~ one copy to DO. 
(c) 1048 - two copies to pending files. 
(a) 1048 - after return of related 1046 and 1064 from DO 
make notations on one file copy and send to State 
Accountant. 


STANDARD FORM NO. 1064 - SCHEDULE OF DISBURSEMENTS (original and 5 copies). 
wy, Distribution: 
(a) Original and 3 copies to DO (one copy stamped "Forward 
to Control Accounts and Reports Section, AAA, Washing- 
Pom sD 2) Osis 
(b) One copy to State Accountant. 


(c) One copy to pending file. 


TREASURY FORM 


Me 


(as 


(e) 
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‘The-copy returned 6H DO. ee be se icc to Sets 


State Accountant. 


The copy in the pending file, after notations made 
Bees DO copy, shall be filed with ory of 1048. 


‘NO. 1664h = (REV. ), " ic EMORANDUK OF. RETURNED CHECKS". (Original 
and 3 copies sent to State office by DO). | te: 


Distribution: 


(a) 


(v) 


vel SAY and two copies to see a file pending 
settlement of Sade ter 


Cne copy attached to case file. 
(1) Where check is to be canceled: 


Be One cooy returned to DO. 
b.. Other copics placed ins case fle. 


(2) Where check is to be remaile 4 to payee. 


Original and 2 copies returned to DO (original | 


a. 
and one if one cooy previously returned as a 
report that address of payee unknown). 

Lo 


One copy to closed alphabetical file. 


SRO-302 
Supplement A 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


SOUTHERN DIVISION 


STATE OFFICE PROCEDURE FOR THE HANDLING OF UNDELIVSRED AND LOST 
M 


In order to establish uniformity in letters prepared for the 
signature of the Acting Director of Finance as provided in SRC-302, 
the following salutation, complimentary close and forms of address 


should be used in preparing such letters: 
Salutation: Dear Sir: 


Complimentary close: Very truly yours, 


Forms of address: 


Chief, Claims Division, 
General Accounting Office. 


Treasurer of the United States, 
Accounting Division. 


Chief Disbursing Officer, 
Treasury Department. 


. 
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SRO-302 
Supplement B 


A. 


Section IV (page 13) is amended by the addition of a new subsection 


Issued April 19, 1940. 


UNITED STATES DEPARTMENT OF AGRICULTURE [. 
AGRICULTURAL ADJUST: ENT ADMINISTRATION 


SOUTHERN DIVISION Po iy 


CHECKS, AND SST WNT APPLICATIONS S CLANS 


SRC-302 is hereby amended as follows: 


ui 


Das ftotlows: 


ND, 


Receipt of a remittance pertaining both to a rental—benefit 


eames ieee made in Washineton, and a State office overpay— 


ment (and/or a ma Owe: marketing _quo ta. penalty). 


1. Upon receipt of a remittance the State office should: 


(a) bea part of the remittance represents market-— 
ing quota penalties incurred during the 1938- 
1939 marketing year, such part of the remittance 
shall be deposited in the general fund to the 
credit of account 122450 and an accomplished 
copy of the Standard Form No, 1044 ghall be for- 
warded to the Comptroller, AAA. If a part of 
the remittance represents marketing quota penal- 
ties incurred during the 1939-1940 marketing year, 
such part of the remittance shall be deposited to 
the marketing quota special deposit account, 
Credit the remaining amount of the remittance to 
the regular special deposit account and then trans- 
fer to the proper appropriation (or fund) by use 
of Standard Form 1046, Revised, the amount per- 
taining to the overpayment made by the State of- 
fice. <Any part of the remittance deposited in 
the marketing quota special deposit account will 
be transferred to the general fund in accordance 
with the marketing quotn procedure for making re- 
funds and transfers. 


(b) Address a letter to the Director of Finance, Depart- 
ment of Agriculture, requesting that appropriate 
action be taken to effect the transfer of the re- 
Maining amount of the remittance from the regular 


ara = ae +4 
. 


special deposit account of the Regional D.0., | 
administrative symbol number 66,2-195 "Suspense, a 

A.A.A. Conservation Payments", to the special 

deposit account of the Washington DO, adminis- 

trative symbol number 66,2-196 "Suspense, Collec- 

tions, A,A.A.". The letter should be prepared 

for the signature of the Director and should in- 

clude the following description of the form 1044 

by which the remittance was credited to the 

special deposit account: 


(1) The schedule number of the form 1044, 
the certificate of deposit number, 
and the date, 
(c) Forward to the Director the original and three 
copies of the letter prepared under (b) above and 
one copy of the letter which accompanied the re- 
mittance to the State office. 


Upon receipt of a letter prepared in accordance with 1(b) 
above the Southern Division will: 


(a) Forward the original and one copy to the Office 
of Budget and Finance, 
(b) File one copy in the Southern Division, and 


(c) Forward one copy to the Office of the Comptrol- 
ler, A#A, together with a copy of the letter 
which accompanied the remittance to the State 
office, 


After the transfer has been effected the Southern Division, 
the Office of the Comptroller, AAs, and the Control Ac- 
counts and Reports Section will each be notified of the 
transfer by means of an accomplished copy of Treasury 

Form 1669 which will show the administrative symbols of 
the special deposit accounts affected. 


The copy of Treasury Form 1669 received by the Southern 
Division will be transmitted to the State office as author- 
ity to reduce the amount in the State office regular 
special deposit account, 


The Office of the Comptroller, AAA, will use its accomp- 
lished copy of Trensury Form 1669 as its authority to 
increase the amount in its special deposit account, 


The procedure outlined above applied in reverse will be fol- 
lowed in cases where the Office of the Comptroller, AAA, 


receives & remittance ¢overing both rental-benefit over 
payment made in Washington, and a State office overpayment 
(and/or a marketing quota penalty)." 


it 


A. The first sentence of paragraph 1, subsection B of section III 
(page 11) is amended to read as follows: 


"7, Checks held in the Records Division, General Accounting of- 
fice, which are to be canceled for any reason, shall be 
canceled by addressing a memorandum in quadruplicate pre- 
pared for the signature of the Administrative Officer in 
Charge to the Chief of Party, General Accounting Office," 


Lil 


A. The beginning of paragraph 2, subsection B of section VI (page 31) 
is amended to read as follows: 


"2, Upon receipt of the form letter referred to in paragraph 1 
above, the Remittance Clerk shall detcrmine ‘whether any 
overpayment exists in the acoount of the above-named payee 
(or the claimant if other than the payee) or whether there 
is any other reason why settlement should not be made! by ***," 


IV 


A. Section VI (page 30) is amended by ‘the addition of a new subsection 
C as follows: 


"C, Misdelivery of a Treasury Check. 


1. In cases where a check is erroneously delivered to a 
person other than the payee and is cashed by such person, 


(a) The State office shall place such person's name 
on the register of indebtedness, taking care to 
properly identify the person, 


(bd) Where collection is made by set-off or otherwise 
from payment for the person who erroneously cashed 
the check, a 'dummy! application should be pre- 
pared by the State office and submitted to the GAO 
accompanied by: 


mete 


(1) A statement (signed by the Remittance 
'  Glerk) setting forth in detail the . , 
facts in the case and certifying that 
the amount of the check (or a part 
thereof) has been refunded and credi- 
ted to the appropriation against which 
the original payment was charged, and 


(2) A statement by the person entitled to 
the payment certifying that he is en- 
titled to the payment and that he did 
not receive the original check or the 
proceeds thereof," 


y 


A. Subparagraph (c), paragraph 1, subsection B of section XI (page 57) 
is amended to read as follows: 


"(c) 


Payments shall be scheduled and vouchered to the claimants 
individually except in cases involving payment to a trus- 
tee or custodian 56/ or to the widow and minor heirs of 
the decedent. Payment to a trustee shall be scheduled 

in the following manner: ‘John Doe, Trustee', The nature 
of the trust must be set out on the voucher continuation 
sheet," 


re 
¥ 
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SRC-302 A: & 
Supplement © » Issued June 17, 1940 


UNITED STATES DEPARTIENT OF AGRICULTURE 
AGRICULTURAL ADJUSTIENT ADMINISTRATION 


SOUTHERN DIVISIO? 


STATE OFFICE PROCEDURE FOR THE HANDLING OF UNDEL Tj paiDLOST 
CHECKS, AND ADJUSTMENT APPLICATIONS AND PLATES RA R Y 


-ECEIVED 


JUL 3 1940 | 


SkC-302 is hereby amended as follows 
| U.S. Bepartment of Agricuture 


A, Subsection © of section VI (p-ge 30) which was added to section VInsE" 

Part VI of Supplement B is amended by the addition of the following 

new subparagraph 1 (c): 

"1 (c). Where collection is made, by set-off or otherwise, from 
the porson who erroneously cashed the original check, 
notice of guch collection shall be forward2d to the 
Director of the Southern Division in duplicate in order 
that such notice may be transmitted to tho Accounting 
Division, Troasury Department." 


aa 


4. Footnote 12, para raph 5, subsection A of Section V (page 14) is 
amended to reai as follows: 


ea) if the refund represents a payment wnder cn Agricultural Con- 
servation Program involving county association expense deduc-— 
tions, an additional copy of form 28 should be prepared. In 
cases where it is necessary to set up an encumbrance because 
the refund or collection by set-off will be paid to another pro- 
ducer, an additional copy of form 28 should bo prepared (this 
copy is to be sent to the State accountant as notice of liqui- 
dation 2% the time payment is made to the proper porgson.)" 


EL a 


A. The distribution of Forms ACP-28 and 28A as get forth in section XII 
(page 62) is amended to read as follows: 


"FORII ACP-28A, "Notice to Remitter! (one copy) 
Form ACP-28, ‘Official Receipt! (original and 3 copie Ss, or 


original and 4 copies where an encumbrance igs 
to be set up.) 


A. 


When used in connection with remittances other 


Bee rh 


than Treasury check. 


l. 


Distribution: 


(3) - AOPoS8N tothe renipres 


(ob) AGP-2 


(1) 
(2) 


One copy to State Accountant. 


One copy to Accounting and Bookkeeping 
Division, GAO, Washington, D. OC. 


One copy to Control Accounts and Reports 
Section, AAA, Washington, D. C. if deduction 
for association expenses is affected. 


Original to be filed with adjustment 
application, if any. 


In case an encumbrance was set up, one copy 
to the State accountant as notice of liqui- 
dation at the time of such liquidation." 


SRC-302 arate. ee 
{ Issued September 16, 1940. 


Supplement D Cy | | 
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UNITED STATES DEPARTMENT OF AGRICULTURE | ECE ;\& 
AGRICULTURAL ADJUSTMENT ADMINISTRATION | yb goyy ..,, , 
SOUTHERN DIVISION aes. Gio 


STATE OFFICE PROCEDURE FOR THE HANDLING OF UNDELIVERSD-AMD-LOST. | 


CHECKS, AND ADJUSTMENT APPLICATIONS AND CLAIMS 


SRC-302 is hereby amended as follows; _ 
I 


The list of forms on page 2 is amended by the addition of the following 
forms; 


"Form ACP-103, 'Application for Payment of Amounts Due Froducers Who Have 
Died, Disappeared, or Have been Declared Incompetent!" 


"Standard Form No. 1093, 'Schedule of Canceled Checks!" 


LI 


The "APPLICABILITY" of SRC-302 as set forth on page 2 is amended to read 
as follows; ; 
"APPLICABILITY" 


"The procedure outlined herein regarding the handling of undelivered 


and lost checizs and adjustment applications is to be followed in connection 
with all agricultural programs administered through State and county offices. 
The procedure outlined herein regarding the handling of cicims is to be 
followed in connection with all agricultural programs acuiiistored through 
State and county offices for which Standard Porm No. 1055 or Form ACP-103 is 


prescribed." 
uy 


Subsection A of Section III (pages 7 through 11) is amended to read as 


follows; 


"A. Where Check is Held by DO. 


When it has been determined that a Treasury check which is 
held by the DO should be canceled for any reason, an original 
and nine copies of form 1098 should be prepared as follows; 


Uo re 


(a) Enter the State and county code numbers in the space 
above the title of the form. 


(>) 


(4) 


(e) 


(f) 
(g) 
(nh) 
(i) 
(5) 
(%) 
(1) 


(m) 


(n). 


(0) 


a oe 


Enter ‘the ‘schedule number which shall be the next un-_ 


assigned number in the series adopted at the beginning 
of the current fiscal year, preceded by the letters 
'SRC.' This number should be entered upon each sheet 

of the particular schedule. (The schedule number series 
shall continue in numerical eocuience until the end of 
the fiscal year.) 


Enter. the sheet. number which shall be 1, if there is” 


only one sheet,.or 1 of 2.sheets,.2. of 2 sheets, etc,., 
if the schedule consists of ee or more sheets. 


Enter the word ‘Agriculture! (ir not cgehaetl in) over 
the words '(Department of Establishment) '. 


Enter the letters 'A.A.A.' (if not printed in) followed 
by the name of the State in which the State office is 
located and the words 'State office! over the words 
‘(Bureau or Office)!. . , 


Enter 'G. F. Allen, Chief Disbursing Officer! (if not 
printed in) after the words 'Submitted by'. 


Enter the name of the city and State in which the DO 
is located after the word 'at!. 


Enter the month and year in which the schedule is 
a ue to be taken up by the DO after the word 'Period'. 


Enter the symbol number furnished by the DO for ais 
purpose after the words 'D.0. Symbol No.'. 


Enter in the Perce colamne ene date of the check, 


Enter in the second column the. serial number of the om 
check to be canceled. 


Enter in the third column the name of the payee 
(spelled exactly as it appears on the check). 


Enter in the fourth column the 'Disbursing Officer's. 
Voucher No.' under which the payment represented by the. 
returned Treasury check was certified and a brief state- 
ment of the reason for requesting cancelation, e.g., 
ppv se not entitled’ or Payee deceased! 


Enter in the fifth column ‘the “amount” for which the 
check was drawn. : 


Enter in the sixth column..the symbol and title of 
the appropriation against which the check was drawn. 
(This symbol and title of the appropriation is not 
required to be entered for each check listed.) 


a ee 


(p) Enter the total amount of ta check(s) in the fifth 
column after the word 'Total This total is to be — 
entered only on the last aheat when the schedule con— 
sists of more than one sheet. 


(q) The date the schedule is to be forwarded to the DO 
and the signature and title of a certifying officer 
should be entered in the snaces marked 'Date',. 
'Transmitted by', and 'Title'. These entries should 
be made only on the last sheet when the schedule 
consists of more than one sheet. 


(r) The signature of the certifying officer need be placed 
only on the original of-the schedule provided that a 
facsimile signature is stamped, or the name of such 
officer typed, on the copies of the schedule. 


(s) When a schedule consists of more than one sheet, the 
sheets comprising each of the nine sets shouldbe 
firmiy stapled together. 


(t) Attach the original copy of form 1654-A (Revised), 
which has been signed by a certifying officer to form 
1098, when forwarded to the DO. 


"2. “Checks issued with respect to appli cations fron different 
counties should be listed on separate schedules but all of the 
checks from one county which are to be canceled may ve listed 
on one schedule, provided that not more than five sheets are 
required for the schedule. . Checks drawn against different 
appropriations should not be scheduled for cancelation on 
the same schedule. 


"3, Enter on two copies of the schedule {on all. sheets of two 
sets if the schedule consists of more than one sheet) the 
words 'Forward to the: (State) Preaudit Office, GAO'. 


"4, ‘Torme: 1098 io be distributed as follows: 


(a) The rae ren and six copies, note the two 
-. c@opies marked for. the preaudit office and one copy 
stamped 'Forward to Control Accounts. and Reports 
Section, AAA, Dept. of Agri., Old P. 0. Bidg., 
Washington, D. C.', shall be forwarded to the Bee 


(bd) One copy shall be forwarded ri onemnatae ol | 
Bookkeeping Division, GAO, Washington, D. C. 


(c) Two copies should be filed numerically by schedule 
number in a pending file. 


Bs 


(d) The DO, after a period of approximately forty-eight 
hours from the time the schedule is received, will 
return one copy to the State office. 


(e) ‘The information shown in the lower part of the copy 
returned from the DO should be transcribed upon the 
two file copies after verifying the cancelation of 

the checks scheduled. 


(f). The following yaa eee ras should be inserted in the 
original and two copies a of form 28, ipsa with 
yo peaa to the canceled checks: 


(1) Change iis words 'Schedule No. of: ‘Standard 
Form 1044, Rev.! to read Schedule No. of 
Standard Form 1098' and enter thereafter 
the schedule number of form 1098. . 


(2). Enter after the words 'D.0. Voucher No.! 
and 'Date' the DO voucher number under which 
the payment represented by the canceled check 
was certified and the date it was paid respec— 
tively. 


(3) Enter after the words 'Fund Credited! and 
"Date! the symbol number of the fund credited 
and the date shown in the lower left corner of 
form 1098 respectively. 8/ 


(4) A concise statement of the action taken and 
proposed to be taken in the settlement of the 
case should be entered in the remaining blank 
Space beneath the words tAction Taken'!. If the 
canceled check was issued pursuant to an agri- 
cultural conservation program involving county 
association expense deductions, the statement 
should show the adjustment in the expense deduc— 

_ tions previously charged, entered as follows; 
‘Decrease deduction $_ ESE A) . 


(5) A certifying officer or other duly authorized 
person should sign the original and two copies 
of form 28. 3/ 


(g) The Copy returned from the DO accompanied by one copy 
of the completed form 28 should be forwarded to the 
State Accountant. 


7/ See also footnote 2 hereof 


8/ No entry is to be made after the words, 'Certificate of Deposit No.' 
9/ See also footnote 2 hereof. 


: eae ck aa Sie 


(h) One copy of the schedule showing the information tran- 
scribed thereon in accordance with subparagraph (d) of 
this paragraph 4 should be forwarded to the Office of 
Budget and Finance, Dept. of Agri., Washington, D. C. 


(i) One copy shovld be filed numerically by schedule num- 
bers in the Clearance Unit in folders designated by 
'. the month and year in which the forms 1098 were 
stamped as received by the DO. 


(j) If the canceled check represented a payment involving 
county association expense deductions, a copy of form 
28 should be forwarded to the Gontrol Accounts and 
Reports Section, AAA, Dept. of Agri., Old FP. 0. Bldg., 
Washington, D. C." 


IV 


Parazraphs 1 and 2, subsection C of Section III (page 12) are amended to 
read as follows; 


"1, In cases where it is determined that the payee is not 


"2, 


entitled to any payment with respect to the particular 
application, 


(a) A Form AD-42 should be prapared by the State office 
requesting that the funds be transferred back to — 
‘the appropriation charged and setting forth in 
detail an explanation as to how the error occurred 
which caused the check to be issued. The form AD-42 
should be accompanied by any evidence the State office 
-- Khas to show that no payment should have been made. 


NOTE; In cases where arother producer is entitled to all 
or a part of the payment the appropriation against which 
the original check was issued has ceased or will cease 
shortly to be available for expenditure, the Form AD-42 
should request that the rightful payee be paid out of 
‘Outstanding Liabilities! and should be accompanied by 

a properly executed adjustment application. The Form 
AD-42 should also cover what disposition is to be made 
of the balance, if any, of the original check. 


In cases where it is determined that the payee is entitled to 
a part of the payment covered by the check issued with respect. - 
to the particular application, 


(a). A Form AD-42 should be prepared by the State office 
requesting that a check be drawn to the payee in the 
amount to which he is entitled and that the remaining 
amount of the original check be transferred back to the 
appropriation charged. 


att 1, ae 


(vb) The Form AD-42 should set forth in detail an explanation 
to how the error occurred which caused the check to 
be issued in an excess amount and should be accompanied 
by any evidence the State office may have to show ‘that 
(only. a partial payment tae have been made. 


‘NOTE: If it has been determined that another person 

is entitled to a part pf the payment and has filed a 
“timely adjustment application and the appropriation 
against which the original check was issued has ceased 

or will cease shortly to be available for expenditure, 

the Form AD-42 should request that such person be paid 

out of 'Outstanding Liabilities! and should be accompanied 
by the adjustment application." 


V 


Paragraph 2(a), subsection C of Section IV (page 21) is amended to read 
as follows: 


"(a) Enter the name of the office to which the particular copy 
or copies are to be forwarded after the word 'To’. 
Form 24 shall be prepared so that : 


(1) One copy will be forwarded to the State Accountant. 


(2) Two copies may be kept in the Clearance Unit filed 
numerically and 


(3) One copy may be forwarded to the Office of Budget 
and Finance, Department of Agriculture, ‘Yfashington, 
an EN Oe 


Upon receipt of a substitute check another copy of the form 
24 shall be forwarded to the Office of Budget and Finance 
immediately with reference thereon as to the Standard Form 
No. 1044 (or 1098) upon which the substitute check is 
scheduled to the D.0. This reference shall include the 
schedule number, the certificate of deposit number and 

the date." 


VI 


A. The first sentence in paragraph 1, subsection B of Section VI (page 31) 
is amended to read as fol_ows; 


"1. In certain instances involving forged checks, the Treasurer 
of the United States will transmit to the State office through 
the D.0. a form letter (in duplicate) requesting information 
as to whether any reason exists why the payee should not 
receive a check in the amount originally certified." 


nO 


'B. Subparagraph (c), paragraph 3, subsection B of ‘Section VI {page 33) 


is amended to read as follows: 


"(c) 


The certifying officer should initial one copy, other than 


One 


the first copy, and his fuli name, title, and address should 
be typed on all copies with the exception of the first copy. 
The original and first four copies (including the one which: 
has not been initialed and from which the name and address - 
of the certifying officer have been omitted) of the letter, 


together with a copy of the he request from the CEN Depart- 


os 


should be: forwarded to tk _to the te leis 


C. Subparagraph (e), paragraph wah subsection B of Section VI. (page 36) 
is amended to read as follows; BEE OR! TSE. 


nieje 


The original and four copies (Eemarne the one which has mot 
been initialed and from which the name and address of the certi- 
fying officer have been omitted) of the letter to the Treasurer 


‘of the United States, the original and three copies of Form AD-42, 


and one copy of the request from me Treasury Maen should 


‘be forv forwarded to the Director." 


VII 


Section ‘XI (pages 52 ‘through 61) is amended to poem as follows; 


"SECTION XI — HANDLING CLAIMS FOR PAYMENTS ACCRUING TO THs SSTATES OF 


WA, 


PERSONS WHO HAVE DIED, DISAPPEARED, OR BEE. DEC LARD 
INCOMPETENS, ; 


General 


+ Ry 


If the claim and any documents submitted in connection there- — 
with are found to conform with the requirements of this © 
Section XI, payment mey be vouchered and scheduled to the 
claimant in accordance with the provisions of subsection D 

or E of this Section XI, whichever is applicable. oe 


Where claim is made by a married woman, the name and sig- 
nature mist show the full Christian name, additional initials, 
if any, and surname instead of the husband's initials or 
first name, unless such married woman is‘acting under a 

court order or trust agreement in which case the name and 
signature should agree with the name as set forth in the 
instrument or a statement should be attached by the county 
committee to the effect that the person signing is the 

same person as the person named in 1 the instrument. 


If, for any reason, the claim cannot be duvewed, the claim- 


ant shall be advised by letter of the reason(s) for dis- 
allowance. The county office should be furnished with a 


= Boe 


copy of such letter. The file relative to the go eee 

“Claim should be placed ina file alphabetically (by name a 
of the decedent) pending renewal of the disallowed claim ~~ —~ 
or he ee of a claim by some other Persone ae 


4, “On June 30, 1940, the appropriation for the 1936 Agricul-_ 
‘tural. Conservation Program ceased to be available for ex~ 
penditure. Claims submitted for the proceeds of a check ~ 
issued under that prog sram wherein the producer died or 
disappeared on or before August 16, 1940, should be executed 

on Form 1055 and in casas where the producer died, dis- _ 
appeared or was declared incompetent after August 16, 1940, 

_ should be executed on Form ACP4.103, These claims ae be 
handled in accordance with the applicable procedure BOE ieee 
forth in subsection B or subsection © hereof and, if other- 
wise regular, should be transmitted to the Director accompanied 
by a properly executed Form AD-42, The Form AD-42 shall show oa 

_ the 1936 Conservation Program appropriation as the appropria- 
tion chargeable, In addition to the usual statements in the 
administrative report, the report shallalso contain a state- 
ment. to the effect that the amount approved. was included in 
the unexpended balance of the appropriation carried into the 
surplus fund on June 30, 1940. In connection with claims for 
proceeds of checks due decedents or incompetents, the admin- 

istrative report shall also contain complete citation to 
the issuance of the Treasury check and its cancelation. If 
approved by the Southern Division, the claim will be trans- 
mitted to the Claims Division, G.A.0., through the Office 
of Budget and Finance, Dept. of Agri,, for direct settlement. 
(The GAO presents a list of such approved cases to Congress at 
the beginning of each session and settlement thereon is made 
after the necessary appropriation is made.)" 


"B. Audit of form 1055. (Applicable to all claims submitted under the 
Sugar programs and to claims submitted under the various agricul-— 
tural conservation programs and 1940 Parity Payment Program where 
the producer died or was declared incompetent on or before August 
16, 1940.) 


lL, Cases involving certification for payment to an executor, 
administrator, guardian, or committee. 53/ 


(a) Form 1055 mst be executed by the claimant in duplicate. 


(0) Paragraphs 1, 2, 4, and 5 must be properly completed by 
the claimant to disclose the information indicated. 


53/ In the absence of a State statute establishing a higher limit, admin- 
_istration will be required where the total payments due the estate 
of the decedent exceed $500.00. Where a higher limit is established 
‘by the law of the decedent's domicile, the provisions of such 
statute shall govern as to the amount payable ‘without administration. 


Pa ae 


(c) Any additional facts upon which the claim is based may 
| be set out in paragraph 6(j). Subparagraphs (a) to (i), in- 
clusive, of paragraph 6 and affidavit of corroborating 
' “witnesses need Boe be executed. 


(4) If the ace of death (or adjudication or declaration of 
incompetence) and the domicile of the decedent or incom- 
petent are shown in the court order, the certificate of 
notary public is not to be required. 


(e) Form 1085 must be supported by a certified copy of the 

court order appointing the executor or administrator 
tae he Claim or by a short form certificate of the ap- 

“pointment. If such certificate or certified copy of the 
court order shows the appointment to have been made more 
than one year prior to the date the claim and related 
schedule and voucher will be received in the preaudit 
office, a certification, by the court making the appoint- 
ment, to the effect that such appointment is in 
full force and effect must be secured by the 
Claimant. 


(f) Where the decedent died intestate and it appears 
that claim is filed by a public administrator on 
form 1055, there must be a showing either that: 


(1) There are persons entitled to share in the 
estate under the laws of the domicile of the 
decedent, or 


ge That there are creditors of the estate, or 


(3) That there are assets of the estate other 
than the amount due from the United States. 


&. ‘Cases involving certification for payment in accordance with 
the laws of distribution of the domicile of the decedent, 
without the appointment of an executor or administrator. 


‘(a) Form 1055 must be completely executed except for para~ 
graph 5 thereof, to show the following facts; 


(1) That the decedent died intestate. 
(2) The amount due from the United States must not ex- 
ceed the maximum amount, prescribed by the State 


statute of the domicile of the decedent, for es- 
tates upon which administration need not be had. 54/ 


54] “See Footnote 53 of this section XI. 


(3) 


(4) 


fas (se 


Funeral expenses must have been paid if the law 
of the domicile of the decedent allows undertakers 
statutory preference, as creditors, over the heirs- 
at-law or next of kin. An itemized, receipted under- 
taker's bill must be submitted by the claimant to 
show payment of the funeral expenses or a notation 
entered on the form 1055 to the effect that no 
funeral expenses. were incurred. If such funeral . 
oe ME have not been paid, a waiver (Form ACP-73) 
igned by the officiating undertaker is to be re- 
acess 


If paragraph 6 of form 1055 indicates that the funeral 
expenses were paid by someone other than the claimant 
and out of funds not belonging to the estate of the 
intestate,,. there must be furnished a waiver of right 
to claim (Form ACP-73) signed by the pop aot paying 
such funeral expenses, ’ 


(b) The affidavit of two witnesses must be Completely 
executed and the form 1055 properly notarized. 


(c) ‘The applicant , ether ne claims personally or through 
- a duly authorized representative (power of attorney) 

must be a person entitled under the laws of the dom- 
icile of the decedent to share in the payment accruing 
to the estate of such decedent. This provision shall 
be applicable regardless of the location of the farm 
upon which the payment accrued: If such domicile is 
a State other than that in which the payment claimed 
was certified, the claim shall be referred to the 
Director for appropriate action. 


(d) If there are adult heirs shown, in paragraph 6(f) of 
. form 1055, to be entitled to share in the payment, 
payment may. be made to the claimant only of the amount 
‘to which he is entitled unless a properly executed 
trust agreement (Form AAA-378) is submitted, signed 
by .such adult heirs who have not signed form 1055, 


(e) If there is submitted a trust agreement signed by a 
person or persons entitled to share, designating a 
trustee to receive payment, payment may be made to 
such trustee, who has submitted form 1055 properly 
executed by him as trustee, in the amount equaling 

_ the respective shares of the trustee, if any, and the 
_ Shares of the persons appointing the trustee. 


(f) If form 1055 is executed by one person pursuant to 


the duly executed power of attorney of a person en- 
titled under the laws of the domicile of the decedent 
to share in the payment, the share of the payment due 


Rane. 


the grantor of the power of attorney shall be scheduled 
and vouchered for payment to the principal (grantor) 
and not to the person who has been granted the power 

of attorney. <A power of attorney shall be construed 

to empower the agent only to claim, and not to receive, 
payment on behalf of his principal. if claim is filed 
by one person on behalf of another pursuant to a power 
of attorney, such power of attorney should specifically 
authorize the agent to claim the proceeds of the pay-— 
ment for the principal and should not be merely a 
power to operate a farm and generally to do acts done 
in the operation of a farm. 


(g) In every case the age of the claimant must be shown on 
form 1055. 55/ 


(h) If a waiver of right to claim is submitted signed 
by a person who otherwise would be entitled to 
share in the payment as an heir or next of kin 
under the applicable laws, such person must be 
shown to have attained an age of majority. Ifa 
waiver is signed by a creditor of the estate of the 
decedent, the age of such creditor need not be 
shown. 


(i) If it is determined that there are adult heirs en- 
titled to share in the payment who have claimed or 
authorized another to claim for them in accordance 
with the provisions of this subsection B the re-' 
spective shares of each such adult heir shall be ‘Bee 
vouchered and scheduled payable to them individ- 

ually, except 


(1) In the case of a trust agreement, 


(2) As provided in subparagraph (d) (1), para- 
graph 1, subsection D of this section XI. 


(j) If there are persons entitled to share in the pay- 
ment who have neither filed claim, nor waived nor 
delegated their right to claim; such amounts shall 
not be paid until claim is filed in accordance 
with the provisions of soe con 3 of ee Hee 
XI, as amended, rane 


(iP)5 re provided in aati ter city (a) (3), paragraph 
1, subsection D of this section XI. _ ips 


55/ It is to.be noted that no provision is made on PoeNMLUSe for 
such information. The age of the applicant should appear .imme- 
diately following the name of the claimant in _paragraph bof 
the form. — 


3. 


(x) 


ae 


If the amount of the check claimed is in excess of 
$100.00 the ages of the heirs, whose names are shown 


_in paragraph 6(£) of form 1055, must be set forth 
. immediately following their names in such paragraph. 
If the amount if $100. 00 or less this information 


“cies not REGPEsary.«: 


dates involving certification for payment to a. _ creditor of 
the estate of the peste acess @ : : 


ise 


(») 


“% 


If form 1085 is: eummibted, executed by a ene cniee 
the estate of the decedent, there must be furnished a 


waiver of the right to claim (Form ACP.73) from other 
creditors of the same or greater degree of preference « 
under the laws of the domicile of the decedent, or 
else a showing that there are no other such creditors. 


A person, whether he be an heir, the next of kin, or in 
no way related to the decedent, who has paid a preferred 
creditor out of funds not belonging to the estate of the 
decedent, is by such payment subrogated to the cred- 
itor's statutory preference and claim by him should be 
made as creditor in accordance with subparagraph (a) 
above of this paragraph 3. If, after allowance of the 
preferred claim, there remains an amount due the es— 
tate of the decedent, such remaining amount is for 
payment in accordance with the provisions of this sub- 
section B, governing payments to persons other than 
creditors. is eee pe” ‘ 


Cases involving certification for payment to the widow and/or 
the minor heirs of a decédent in accordance with an allowance 
of personal vroperty set aside by order of the court. 


(a) 


Inasmuch as exempt allowances in favor of widows and/or 
minor children of decedents are predicated upon some 
Court action, claims based upon such allowances should 
be referred to the Director, together with the order 
tS, such allowance, or a certified copy thereof. 


Cases javaivine certification for payment toa minor, his 
guardian, or eae tee ; 


(a) 


‘Where a minor is entitled, ‘under the applicable State 
laws, to allor a part of the payment, and payment is 

certified to him, his guardian or custodian, pursuant 
to claim therefor on- ‘form 1055, there must be Hohe 
of one of phe, following: 


‘ele ateecs fe Quandianshtg dertified soy thereof, 


or a Short: Certificate of Letters of. ‘Guardianship. 
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(2) An affidavit, by any person having knowledge of the 
facts, that the minor is competent to receive and 
handle funds, or 


(3) That the minor is in the care and custody of the 
person Claiming on behalf of such minor, by use 
of form 1055. In such a case the amount found 
to be due the minor shall be vouchered for pay-— 
ment in the following style; ‘Mary Jones, for 
the support and benefit of William Jones, Minor.t 
There must appear in paragraph 6(j) of form 1055, 
or in supporting affidavits, a statement of the 
relationship between the custodian and the minor 
and the circumstances of the custodianship. 


6. Cases wherein adopted or illegitimate children claim payment 
or are shown on form 1055. 


(a) Cases wherein adopted or illegitimate children file claim 
for an amount believed to be due them, or where such 
adopted or illegitimate children are shown on form 1055, 
Should be referred to the Director for appropriate action. 
Cases involving collateral kindred of the half-blood 
should also be submitted to the Director." 


"C. Audit of Forms ACP-103. (Applicable to all claims submitted under 
the 1939 Price Adjustment Payment Program and to claims submitted 
under all agricultural conservation and to the 1940 and future Parity 
Payment Programs where the producer (or assignee) died, disappeared, 
or was declared incompetent after August 16, 1940.) 


"1. The clearance unit shall examine forms ACP-103 to determine 
that: ' 


(a) The State and county code numbers have been entered 
in the upper right corner of the form. 


(b) The name of the county has been entered below the 
State and county code numbers. 


(c) The name of the producer whose name appears in para- 
graph 1 is or was the person to whose order the 
check(s) representing the payment(s) for which claim 
is being made was drawn. . 


(d) There is a showing in paragraph 1 that the payee died, 
was declared incompetent, or disappeared. 


(e) ‘The date of death, declaration of incompetence, or 
disappearance of the payee is subsequent to the date 
on which the producer signed the application. 


3 Mes 


(1) If the claim is based upon disappearance of 
the payee the date of disappearance as shown in 
paragraph 1 must be at least three months prior 
to the date the form was approved by a county 
committeeman. 


(f) The form number of the application(s) 56/ signed by the 
- producer.named in paragraph 1 has been entered in the 
space provided. 


(z) The correct serial number(s) of such application(s) has 
been entéred in the space provided. 


(h) The check number(s) , amount(s) , and.,the D.0. symbol number(s), 
have been entered in the spaces provided. If any such 
item:is incorrect, it shall be corrected by the clearance 
unit. ; 


(i) Each person whose name appears in paragraph 2 is 
eligible to share in the proceeds of the payment(s) 
claimed, pursuant to the regulations. 


(1) If form ACP-103 is signed by a person(s) 
entitled under the regulations to share in 
the payment and by a person(s) not so entitled 
under the regulations, the claim by the former 
may be paid without regard to the claim by the 
latter. 


(j) The mail address of each person entitled to share in 
the payment has been shown. 


(zk) Each verson's relationship to the payee has been entered 
in the space provided. 


(1) If the payee is deceased and the name of a grand- 
child of the decedent appears in paragraph <, the 
name of the parent of such grandchild, together 
with a notation to the effect that such parent is 
deceased must also appear in paragraph 2. 


(2) If the payee is deceased and the name of a niece or 
nephew appears in paragraph 2, the name of the 
parent of such niece or nephew, together with a 
notation to the effect that such parent is de- 
ceased, must also appear in paragraph 2. 


mtn Ne 
56/ Claims for the proceeds of two or more checks drawn payable to 
the order of a payee who is deceased,has disappeared, or who has been 
declared incompetent, may be filed on a single form ACP-103 if the pay- 
ments for which claim is made were issued under applications with re- 
spect to farms located in the same county. 


a Eee 


(3) If the payee is deceased or incompetent and form 
ACP-103 has been filed by a person(s) Claiming 
under the provisions of the respective State laws, 
the name of the State in which the payee was domiciled 
at the time of death or declaration of incompetence 
must appear at the close of paragraph 1 of form 
ACP.103. | : 


(4) If the payee is incompetent and claim is filed by 
any person who under the regulations is eligible to 
receive payment, other than a guardian or committee, 
payment may be made to such person only if the (total) 
amount of the checls(s) listed in paragraph 1 does 
not exceed the sum of $500.00. If the total amount 
of the check(s) exceeds the sum of $500.00, payment 
may be made only upon submission of a claim by a 
legally appointed guardian or committee. 


(1) If the name of a minor or incompetent appears, the name of 
' such minor or incompetent is also listed in paragraph e. 


(1) The name, address, and Capacity of the person 
acting on behalf of the minor or incompetent must 
also be entered in the applicable spaces in para- 
graph 3. 


(2) If a minor is entitled to all or a share of the 
payment accruing to the estate of a deceased 
payee, the amount to which such minor is entitled 
may be paid to the legal guardian or, if none, 
to the natural guardian, provided that the amount 
to which the minor is entitled does not exceed the 
sum of $500.00. If the amount to which the minor 
is entitled exceeds the sum of $500.00 payment 
thereof may be made only to the legally appointed 
guardian of such minor. 


(m) Bach claimant's Signature appearing in paragraph 4 agrees 
with the name of such claimant as it appears in para- 
graph 2, except that the signature of any person Claim— 
ing on behaif of a minor or an incompetent must agree 
with such person's name as it appears in paragraph 3. 


(n) Any person claiming in a representative or fiduciary 
Capacity has indicated that capacity and the name(s) 
of the person(s) in whose behalf he is Claiming. 


(0) Any signature by mark or in other than English script 
has been witnessed. ‘ 


(p) That the signature of a county committeeman, and the 
date of such signature, appears in part II of the form. 


2. After determining that form ACP-103 has been properly exe- 
cuted, the clearance unit shall compute the amount to which 


ND, 


pct Comte 


each person whose name appears in paragraph 2 is entitled. 
The amount to which each such person is entitled shall be 
determined in accordance with the applicable paragraphs 

of the regulations. If there are persons entitled to all 
or a part of the proceeds of the payment who have not 
Claimed, either personally or through a representative, 
the amount to which persons are entitled shall be withheld 
pending submission of a proper clain. 


If the name of a person coming within a higher classifica- 
tion of preference than that of the claimant(s) does not 
appear in yaragraph 2, it shall be assumed that no person(s) 
coming within a higher classification of preference than 
that of the claimant(s) exists, e.g., if form ACP-103 is 
filed by a chile or children of a deceased payee, the 
Clearance Unit shall assume that the decedent was not 
survived by a widow and, further, that no executor or 
administrator has been or will be appointed, unless 

the contrary is indicated by the appearance of the 

name of the widow, or of the administrator, in para- 

graph 2. 


Payment may be made only to those persons who have filed 
Claims, personally or through an authorized representa- 
tive, and who are entitled under the regulations to all 
or a share of the payment accruing to the estate of a 
deceased payee, 


If claim is filed by an emancipated minor, i.e., a minor 
who by legal process has caused his disability to be 
removed, such emancipated minor must have submitted a 
statement, to the following effect; 'I, John Doe, 
hereby certify that my disability as a minor was removed 
by legal process on (date) '. This statement must 

be securely attached to the related form ACP-103." 


Preparation of Vouchers and Schedules for Payments for Claims Cases 


Wherein Neither the Original Payee nor the Claimant is Indebted to 
the AAA. 


Fa es 


If ist is determined that the claimant is entitled to all or 
part of the payment due, such amount as the claimant may be 
entitled to may be vouchered and scheduled for payment to such 
claimant by preparing the regular vouchers and schedules of 
disbursement, in accordance with the procedure for vouchering 
and scheduling payments under regular applications for payments, 
with the following exceptions; 


(a) If two or more checks issued under different commodity 
or program applications are listed on the same form ACP-103, 
a separate set of voucher and schedule forms must be pre- 
pared for each commodity or program with respect to which 
payments are to de made to the claimani(s). 


Wiles iy goa 


(bd) One additional copy shall be preapred for the files of the 
Clearnace Unit. 


(c) Enter the code '(C)' immediately following the adminis- 
trative voucher number. 


(d) Claims approved on form 1055; 


(1) Payments shall be vouchered and scheduled to the 
Claimants individually except in cases involving 
payment to a trustee or custodian 57/ or to the 
widow and minor heirs of the decedent. Payment 
to a trustee shall be styled in the following 
manner; ‘John Doe, Trustee!, The nature of 
the trust shall not be set out on the voucher or 
schedule or on the face of the check drawn 
pursuant thereto. — 


(2) If it is found that all or part of the amount due 

is payable to the widow (or widower) and the minor 
heirs of the decedent, such payment, or portion 
thereof, may bo vouchered and scheduled as follows: 


a. Where there are no more than two minor heirs, 
the payment may be vouchered and scheduled 
to such widow (or widower) and minor heirs 
by name, 6.g., Mary Doe, for herself and as 
custodian of James Doe and Jane Doe, minor 
heirs of John Doe, deceased, 


Io 


Where there are more than two minor heirs, the 
payment may be vouchered and scheduled to the 
widow (or widower) and minor heirs as a class, 
6.g., Mary Doe, for herself and as custodian 
of the minor heirs of Joe Doe, deceased. 


The provisions of this subparagraph (da) are 

to be ordinarily confined to cases wherein 

the amounts of checks and/or payments claimed 

on a single form 1055 are in excess of the sum 
f 6100.00, 


jo 


(3) If a decedent has died leaving a surviving spouse 
and children and a claim is submitted by such sur- 
viving spouse, the amount claimed may be vouchered 
and scheduled to the claimant as 'widow (or widower) 
and representative of the heirs of (decedent) 
deceased,' provided, however, that the amount of 
payment is $100.00, or less. 


57] See parag raph 5, subsection B of this section XI, 


(4) 
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If the amount of the check claimed is in excess 
of the sum of $100.00, it becomes pertinent to 
establish the ages of all children of the decedent. 


(e) Claims approved on Forms ACP-103; 


(1) 


Payments shall be vouchered, for each claimant en- 
titled to receive payment, in the manner in which 
the check sould be drawn, i.e., 


a. 


|o 


| 


Payment to an administrator, executor, con- 


servator, or liquidator shall be vouchered in 
a manner indicating the capacity in which the 


claimant is entitled to payment. 


Payment to the widow or any other relative of 
a deceased payee shall be vouchered for payment 


to the claimant(s) in a manner indicating the 
Capacity in which such claimant(s) is entitled 
.to receive payment, e.g., 'Susan Bell, widow 


of James Bell, deceased, ! 


‘Payment to the wife or other relative of an 


incompetent payee shall be vouchered in a 
manner indicating the capacity in which the 
Claimant is entitled to receive payment, e.g., 
'Susan Beli, wife of James Bell, incompetent' 

or ‘john Bell, adult son of James Bell, +EG CRD EA 
tent!', except that, 


i. If claim was filed under item (5) of 
the section of the regulations per- 
taining to incompetency, the payment 
shall be vouchered so as to indicate 
that the proceeds of the payment are 
to be used by the claimant for the bene- 
fit ony the estate of bne Ten ake ten 
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estate of James Bell, Sadembatent. 


Payment to the wife of a payee who has disap- 
peared shall be vouchered in the following 
manner: ‘Susan Bell, wife of James Bell, 
disappeared,! 


Payment to an adult son, daughter, grandchild, 
brother, or-sister of a payee who has dis- 
appeared shall be vouchered for payment to the 
Claimant for the benefit of the estate of the 
payee who has disappeared, e.g., 'John Bell, 
adult son of and for the benefit of the estate 


"Ry 
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_of James Beli, disappeared', or Mrs. L. A. 
'. Bell, mother of and for the benefit of the 
estate of James Rell, disappeared, ' 


f. Payment to the guardian of a minor child shall 
‘be vouchered for payment to the guardian in 
a manner, indicating the claimant's capacity, 
 e.g., ‘Joseph Wells, guardian of Mary Bell and 
Warren Bell, minor children of James Bell, 
' deceased!, or 'John Bell, natural guardian 
of and for the benefit of Mary Bell and 
Warren Bell, minor children of James Bell, 
deceased.! adhe 


(2) Individual payments shall be vouchered for each 
clairant unless two or more Claimants have requested 
that they be paid jointly or have appointed a trustee 
to receive the amounts to which they are entitled. 


When all or part of a payment due has been vouchered and scheduled 
for payment to a claimant, an entry should be made on the two 
copies of forms 1664-A (Revised) which form a part of the claims 
file, of the voucher and schedule of disbursements and the byreau 
voucher and schedule number. Subsequent reference to such 
notations will avoid duplicate or overlapping payments on any 
subsequent voucher and schedule prepared with respect to the 

same original payment. 3 ae yd 


If there is due the estate of the decdédent both an initial and 
final payment, such payments shall be combined for the purpose 
of paying the amounts thereof to claimants who derive their 
right to payment from such decedent. If the amount due as the 
final payment has never been paid, i.e., if a check for the 
amount was never drawn, claim for such amount should be made 
on the applicable form 1055 or form ACP-103." 


Preparation of Vouchers and Schedules for Payments tor viaims wases 
Wherein Hither the Original Payee or the Claimant is Indebted to the 
A.A A. i i 


reparation of Vouchers and Schedules for Payments for Claims Cases _ 


"], If it is determined that the original payee was indebted to 


the AAA 58/ the entire amount of the payment due, or so much 
thereof as is required to liquidate such indebtedness, shall be 
vouchered to the Treasurer of the United States in the manner 
outlined in SRC-303. The remaining amount due, if any, is for 
payment in accordance with this section XI, 


58] Debts owed to independent bureaus, agencies. or departments. of the 


Government, other than the AAA, shall not be set off if reported sub- 
sequent to the initial (original) administrative certification of the 
voucher for payment to the decedent. 


Wh, 
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a it -is determined nae thie claimant is entitied to the bene- 
ficial interest. of the entire payment due or the beneficial interest 
of a share therein, and it is further determined that such claimant 
is indebted to the AAA, the entire beneficial interest of 
such claimant, or so much thereof as is necessary, shall 

‘be vouchered and scheduled for payment to the Treasurer of 
the United States in the manner outlined in SRC-303. The 
remaining amount due such applicant, if any, is for payment 
in accordance with the: provisions of this. goer Chen. XI. 


"3, If it is determined that a person who, ier tne laws of the 
domicile of the decedent, is entitled to share in the amount 
due, has signed a waiver or trust agreement, relinquishing or 
delegating to another his right to payment and if it should 
further appear that such person who has waived or delegated 
his right to payment is indebted to the AAA, the amount that 
would be due such.person in the absence of the waiver or dele- 
gation, or so much thereof as is necessary to liquidate such 
indebtedness, shall be vouchered and scheduled subject to de- 
duction in accordance with SRC-303, and the remaining amount | 
due, if any, paid in accordance ik the waiver or er agree-- 
ment, as outlined in this section XI. 


"4. If a person entitled to share in the proceeds of a payment has 
granted to another the authority to file claim for such amount, 
payment shall be vouchered and scheduled to the person grant-— 
ing the power of attorney. 59/ If, therefore, it should be 
determined that the principal is indebted to the AAA, the amount 
due such principal, or so much thereof as is necessary to liqui- 
date such indebtedness, shall be vouchered and scheduled sub- 
ject to deduction in accordance with SRC-303 and the remaining 
amount due, if any, paid to such principal as outlined in this 
section XI," 


Definitions. 
The explanation of given terms, while not complete, will serve to 
indicate the meaning of such terms and expressions as used in this 
SRC-302 and their use will result in greater consistency in the . 
handling of cases involving payments to claimants of amounts due the 
estates of decedents, 

Testate: Deceased leaving a will. 

Intestate; Deceased not leaving a will. 

Letters Testamentary; Court order appointing an executor to 


carry out the terms of a will 


59/ See paragraph 2, subparagraph (e), subsection B of this section XI, 
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Short Form Certificates: | short: form certificates issued by a 
court certifying that ‘letters CSStemen tery: or letters” 
of administration have been issued. 


Executor: Person designated ina will and appointed by a 
. court to settle the estate of a decedent in 
accordance with a will. 


Administrator: Person appointed by a court to settle the | 
estate of a decedent in accordance with State law, 
usually in the absence Has a will. 


Guardian; Person Be ah by a court to transact business, 
etc. on behalf of a minor or an incompetent person. 


Descendants: Children, grandchildren, great-grandchildren of 


decedent. 


Custodian; Person who has not been appointed guardian but 
who has actual physical custody of a minor, and 
has charge of the minor's business affairs. Usually 
a parent or near relative of the minor. 


Minor: Person who has not reached the age at which State law 
declares him competent to handle all business affairs. 


Kin, Kindred: Blood relation or relations. For example, the 
brother of decedent's father is kin, whereas the 
wife of such brother is not kin. 


Brothers and sisters of the whole blood: Brothers and sisters 


ee on ee ee ot en 


having both parents in common. 


Collatera;: Kindred of the half-blood: Brothers and sisters 


having - but one parent in common. 


Power of Attorney: Instrument authorizing one person to 
transact business for and execute the signature 
of another. Note that in these cases payment 
should be scheduled to the principal and not 
the designated fiduciary. 


Waiver; Instrument by which a person definitely and clearly 
renounces or gives up his right in and to the pro- 
ceeds of the check. Note that in waiver cases 
payment should be scheduled to the person in whose 
favor the waiver was executed and not to the person 
who executed the waiver. 


Trust Agreement; Instrument by which one or more persons 
designate another to receive the payment in his 
own name. Note that in trust cases payment should 
be vouchered to the trustee as such." 


ee 
VIII 


The is eueucats ae of forms as set forth in Section XII Gale 62 through 
66) is amended to include the distribution of form 1098 as follows: 


"Standard Form No. 1098 - SCHEDULE OF CANCELED CHECKS 


(Original and nine copies) 


1. Distribution: 


(a) 


(d) 
(c) 


(a) 
(e) 


Original and 6 copies to DO. (Qne copy marked, 'Forward 

to Control Accounts and Reports Section, AAA., Old P.O. 

BLOE Ys Wash., D. C.' Two copies marked, ‘Forward to 
Preaudit Office, GAO,') © 


One copy to Office of Budget and Finance, Dept. of Aeri., 


“Wash., D. CO. 


One copy to Accounting and Rookkeeping Division, GAO, 
Wash., D.C. 


One copy to files of Clearance Unit. 


The copy returned from DO to State Accountant. 


Le OY 
rms 
Fgh 
i te) 
ape oy 
SRO-302 9 > C 
Supplement E Issued January 25, 1941 


UNITED STATES DEPARTHEND OF AGRICULTURE PBRA ES 
AGRICULTURAL ADJUSTMENT ADMINISTRATION fi purcavor  Y 


, ib f seriouriuce L ECONOMICS 
SOUTHERN DIVISION mite ane Se cy, 
Qe O 


ate r reha WHF 
STATE OFFICE PROCEDURE FOR THE HANDLING OF UNDELIVERED Ry 


“OR LOST CHECKS, AND ADJUSTMENT APPLICATIONS AND CLAINS 


Paragraph 5, subsection A of Section VIII (page 44) is amended to 
read as ‘follows: 


"5 


The adjustment application and the original of the statement of 
explanation referred to.in paragraph 1 above, and the usual 


number of covies of the vouchers ané schedules of cisbursement 
should be forwarded to the preaucdit offices of the GAO, 


accompanied by a memorandum in which the previous amounts 
certified are identified by reference to the former numbers, 


dates, and amounts of checks and the 'D.O. Vou. No.' and the 
_ date under which the application was Lai biol oe paid 


7a) tf the payment being Beg cat eH is an amount recovered 
: S 


by set-off, the adjustment application may be submitted 

to the GAO prior to receipt of an accomplished copy 

of form 1096 from the DO, provided a memorandum to the 
GAO is attached citing the.bureau Vou. No. of the 
voucher in connection with which the set-off was made. 


(b). If no refund is secured from the person overpaid on 


the original application, the amount by which such 
person was overpaid cannot be certified to the uncer- 
paid producer until a refund, by set-off or otherwise, 
of such amount, or a part thereof, is recovered. 


(1) If the full amount of the overpayment has been 
recovered, payment shall be certified to the 
underpaid producer in accordance with the pro- 


— 


visions of this paragraph 5 outlined above. 


(2) If a partial amount of the overpayment has deen 
recovered, payment thereof shall be certified 
to the underpaid producer in accordance with 
the provisions of this paragraph 5 and in 
addition a Form SRM-440, "Administrative 
Exception," shall be prepared (in triplicate) 
as follows: 


Fs 


|@ 


The data to be entered in the upper right corner 
and. in section 1 shall. be entered in accordance 
with instructions issued relative to Form SR-417, 
'Notice of Payment. Withheld.! 


lo 


'. Entér in the SEaOR AS of the form. the program 
. designation, e.g., '1939 Agricultural Conservation.! 


Enter in the first line of section 2 the form if 
number of the original application certified for © 
payment, the Bureau schedule number, ‘the Adm. Vou.’ 
No., the date of certification and the amount, if 
aay WOR ESOP to HE made rpetd! pup due ce. 


a 


I 


Enter in the second line of Pan ATi 2 eee ys ‘time 
of scheduling) the form number of the adjustment 
application being certified for payment, the 
Bureau schedule number, the Adm. Vou. No., the 
date of compateag tae aad the amount. certified. 


Enter in the space provided in veeetien 3 the amount 
withheld pending recovery thereof from the overpaid 
producer. (The amount entered in section 3 plus 
the amount(s) in section 2 should equal the sum of 
the amounts in section 1.) 


lo 
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An Sterne ete certifying officer, or a person 
designated by an administrative certifying officer, 
must sign in the space provided in section 3 the 
copy of the form to be submitted to the G.A.0. 


Enter in the space marked "Date withheld' in section 
‘3 the date the form 440 is signed. 


|o4 


[pS 


Enter in the space marked "Transmittal No.’ in é 
section 3 the transmittal sheet on which the related 
adjustment application is listed. 


oe 


Make no further entries on the form 440 at this time. 


The signed copy of the form 440 shall be attached 

to the related adjustment application and the 
original and one copy shall be retained in the 
claims unit pending recovery of an additional amount 
from the overnaid producer. 


|ca. 


(3) If the remaining amount is recovered, such amount shall be 
certified on the original of the form 440 (without a ! dummy! 


or any other kind of an application) as follows: 


a 


ite a 
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a.) wit dele 


Enter in the space provided in section 4 the amount 
being certified. (The amount entered in section 4 


plus the amount(s) in section 2 should equal the sum 
of the amounts in section 1.) 


An administrative certifying officer or a person 
designated by any administrative certifying officer 
must sign in the space provided in section 4, the 


original. form 440. The date submitted ‘ghowkd: be cite 
date the. form 440 is signed and ‘the transmittal — 


number should be the number of the transmittal ees, 


on which the form 440 is listed. Make no entries 


in the space provided for the Bureau Schedule No,., 
the Adm. Vou. No., or the D.0.° Vou: No. inthe 


upper. right corner. The State office shall make 


available to the G.A.0, the copy of each schedule. oN 
of disbursements received from the. D,0.. in ‘order 


_that..the G.A.O. may record the. schedule and One eE 
, ete and enter them on the forms 440. | * 


(4) S01f ity a ne ie the remaining amount is “recovered, “such amount 
shall be. certified in accordance with 3). above ‘and in addition 
another form 440 shall be prepared in accordance. with’ (2) above 
with the following exceptions: 
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,bhe- rane Sage 


On ee ‘third line Tn: section 2 of the second form. 440 


prepared, enter 'Form 440' as the form number, - the 
Bureau “schedule number, the Adm.- Vou. No.., and the | 
_, date and amount certified on the form 440.being ~~ 
" certified - for payment. (In this case the sum of the 
amounts in ‘section 2 plus the amount. entered in. 

_ section 3 should equal the sum of the amounts in 


section.1.)_ 


Attach a signed copy of the second form 440 to the 
original of the form 440 being certified. for. payment... 


(which must also be signed) and retain. the. original 


and one copy of the second form. 440: in, the. Claims _ 
Unit pending recovery of an additional ‘amount from 


(5): In ease. Wadi tional cee amounts. fs Pek remaining ‘gmduke? are 


recovered, such«partial amounts shall he certified and addi- 
tional fortis 440 genes in accordance with (4) above. ioe 


. 


Form SRii-440 (Sample? 
erp eee: 


Southern Division (State and County Code and Application Serial No.) 


January, 1941 ; 
& (Bi, Sched. Nort (Adm. Vou. No.) 


LO4 


(ieee Paid) a4 (9.0. Vou, Mo.) } 


; \ 
ee A, ! pol Se pRogRaM 
“1 “TT5e ay SOUTHERN RUCTON Sa Nemaea 
ae Oe ADMINISTRATIVE EXCEPTION 
SECTION 1. - Payment computed: 


! { 
Payment to the applicant (and assignee, if any) in th amount stated below 


has been computed under the above-numbered adjustment application. 


(Name and adéress of applicant) (Amount) 


(Name and address of assignee, if any’ . (Amount) 
; (Grants of aid 
Deduction for (FCI premium advances ), if any 2 
(Amount) 


ECTION 2. . 


~ Payments made: ; 
- Norm No. Sureau Schedule Mo. Adm. Vou. No. Date | aAnount 
SS ec teow wie VOU, NO. AMOUNT 


nen ren ee 


SECTION 3. - Payment withheld: ; 


Partial payment to the above-named apnlicant has been administratively with- 
held pending recovery of the following amount: --.—-—-~--- $ 


(Tor administrative Honlielin nr ETN. Tae <a eee 
(For administrative certifving officer) (Date withheld) (Transmittal Mo.) 


i RR a ta a a ee rae ea er eee ne 
SECTION 4. - Payment released: 


Payment withheld from the above-named applicant has been recovered and should 
be made in phevamountof:< 2 2 oe ee re 3 


194 


{ 


7 oer. 
(Por adeinietrating noun ee ; < 
(For administrative certifying officer) (Date submitted (Transmittal No.) 


SECTION 5. - For General Accounting Office use: 
Certified for payment, $ Date , , 194 
(Amount) 


Adm.Vou.s0. 


Paid: Date | , oa 
. (D.0.Vou.Xo. 


